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Welcome  to  Module  2! 


For  the  Love  of  Language. 

Ife.  ’S,''''| 

p We’ve  included  a prerecorded 

IJ  audiocassette  with  this  module.  The 
I cassette  will  help  you  work  through 
the  material  and  it  will  enhance  your 
||1  listening  skills. 

kI  So  whenever  you  see  this  icon, 


Because  there  are  no  response  lines  provided  in  the 
Student  Module  Booklets  of  this  course,  you’ll  need  a 
notebook  or  lined  paper  to  respond  to  questions, 
complete  charts,  and  answer  questionnaires.  It’s 
important  to  keep  your  lined  paper  handy  as  you  work 
through  the  material  and  to  keep  your  responses 
together  in  a notebook  or  binder  for  review  purposes 
later.  Read  all  of  the  questions  carefully,  and  respond 
to  them  as  completely  as  possible.  Then  compare 
your  responses  with  the  ones  supplied  in  the 
Appendix. 


You’ll  be  asked  to  keep  some  of  your  personal 
responses  in  a separate  folder  or  booklet  - your 
journal.  You  learned  what  a journal  is  and  how  to  use 
it  in  Module  1 . 


Remember  to  read 
^ carefully  and  work  through 
i all  of  the  activities  in  each 
section  before  attempting 
the  assignment  for  that 
section.  This  strategy  will  help 
you  to  achieve 
— y better  success  in 
^ your  studies. 


t ^ ontents 
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MODULE  OVERVIEW 


Your  language  is  your  gateway  to  the  world.  Verbal  language  helps  you  to  express  your  thoughts  and 
your  feelings.  With  the  written  word,  you  can  request,  inform,  and  persuade.  Reading  opens  the  door 
to  worlds  real  and  imaginary.  Careful  listening  means  you  will  be  more  successful  in  getting  the 
message  others  are  sending  you.  And  lastly,  critical  viewing  helps  you  to  interpret  what  you  see  on 
television  and  at  the  movies. 


How  you  use  language  tells  the  rest  of  the  world  about  yourself:  your  opinions,  your  feelings,  and 
your  ideas.  Other  people  will  formulate  their  opinions  of  you  by  the  way  you  speak  and  write.  More 
importantly,  you  will  discover  who  you  are  through  your  dialogues  with  your  parents,  relatives, 
friends,  neighbours,  and  others.  For  these  reasons  it  is  important  to  pay  attention  to  your  language 
strengths  and  weaknesses.  Another  reason  is  for  the  sheer  joy  and  love  of  it.  You  may  not  love  your 
language  right  now,  but  maybe  by  the  end  of  this  course,  you’ll  become  good  friends. 

This  module  examines  some  of  the  fundamental  properties  of  language  and  effective  communication. 
This  module  is  a springboard  to  explore  your  language,  and  to  get  you  started  on  the  path  to 
improving  your  language  skills. 
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Evaluation 


Your  mark  for  this  module  will  be  determined  by  how  well  you  complete  the  assignments  at  the  end 
of  each  section.  In  this  module  you  must  complete  two  assignments  and  one  final  module 
assignment.  The  mark  distribution  is  as  follows: 

Section  1 Assignment  40  marks 

Section  2 Assignment  50  marks 

Final  Module  Assignment  10  marks 


TOTAL  100  marks 


When  doing  your  assignments,  work  slowly  and  carefully.  If  you  are  having  difficulty,  go  back  and 
review  the  appropriate  section. 

Read  all  parts  of  your  assignment  carefully.  Plan  and  do  your  rough  work  on  your  own  paper.  Revise 
and  edit  your  responses;  then  set  up  your  final  copy  for  submission  on  your  own  paper.  Lined 
looseleaf  is  recommended.  Make  sure  your  answers  are  neat  and  organized,  with  wide  left  margins 
and  space  for  teacher  comments  after  each  assignment. 


When  you  see  this  icon,  ideas  and  details  are  provided  to  help  you  set  up  and  organize  your  answer  in 
a certain  way. 

Before  submitting  your  responses,  be  sure  to  proofread  them  carefully  to  ensure  they  say  what  you 
want,  that  they  are  neat  and  clear,  and  that  they  are  complete  and  missing  no  material. 

You  will  be  submitting  only  your  assignment  response  pages  (and  in  some  cases  an  audiotape  or 
videocassette)  for  evaluation. 


COURSE  OVERVIEW 


English  23  contains  eight  modules. 


3 


SECTION 


SAY,  WHAT? 


• The  game’s  tied  21-21 . The  coach  sends  you  onto  the  field  to  give  the  instmctions  to  the 
quarterback  on  the  final  play. 

• There’s  a science  exam  on  Monday  and  you  know  you  could  benefit  from  some  extra  studying 
with  your  friends. 


• You’ve  been  getting  ready  for  an  important  date.  You’ve  picked  out  an  outfit,  but  you’re  not 
sure  if  it’s  right.  You  call  your  brother  to  get  his  opinion. 

What  does  each  of  the  above  situations  have  in  common?  In  each  case  you  need  to  communicate  in 
order  to  satisfy  a particular  need. 


In  this  section  you  will  see  that  people  need  to  communicate  for  different  reasons.  Also,  you  will 
learn  about  the  process  of  communication  and  leam  more  about  the  importance  of  purpose  and 
audience  while  communicating.  As  well,  you  will  discuss  some  of  the  obstacles  that  prevent  effective 
communication.  You  will  also  leam  to  be  a better  listener,  speaker,  and  letter  writer. 
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Activity  1 : We  All  Need  to  Communicate 


For  many  people,  being  alone  would  be  a 
welcome  change  from  the  hectic  pace  and 
stresses  of  everyday  life.  Hassles  at  school,  at 
home,  or  on  the  job  may  make  you  want  to 
get  away  from  it  all.  Even  though  everyone 
needs  some  time  alone,  each  person 
eventually  reaches  a point  when  he  or  she  just 
has  to  be  with  other  people.  Everyone  needs 
to  communicate. 

With  a partner  try  to  brainstorm  as  many 
examples  of  everyday  communication  as  you 
can.  Try  to  come  up  with  at  least  twenty 
different  examples.  It’s  not  important  how 
great  the  examples  are;  just  try  to  think  of  as 
many  as  possible.  Once  you’ve  assembled 
your  list,  look  it  over  and  then  answer  the 
following  question: 

What  appear  to  be  the  main  reasons  for 

communication? 


How  did  you  make  ] 
out  with  your  iist?  J 


PHOTO  SEARCH  LTD. 


Pretty  well.  We  came  up  with  quite  a few 
examples  of  communication;  but  when  we  tried 
to  decide  for  each  example  what  the  reason 
was  for  communicating,  things  got  tough. 


Section  1 : Say,  what? 


That’s  quite  understandable.  We’re 
often  so  busy  communicating,  we  don’t 
try  to  analyse  what  we’re  doing.  Did 
you  have  any  success? 


One  reason  that  we  came  up  with  is  socializing. 
Quite  a few  of  our  examples  had  to  do  with 
talking  with  friends.  Another  reason  we  came  up 
with  was  getting  information,  like  taking  notes  in 
class  or  listening  to  the  announcements. 


There  are  three  basic  reasons  why  people  communicate: 

• There  are  practical  needs. 

• There  are  social  needs. 

• There  are  identity  needs. 
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-iii: 


’O  come  to 
a conch  =s:oc 

above  something 
after  '/o  ’ have 
riir^  fi  -iy 
o r ieredth^ 


Practical  Needs 


Put  simply,  communication  helps  you  to  survive.  Ever>'day,  you 
use  language  to  function  in  your  world  for  common,  but 
important,  everyday  reasons.  Communication  enables  you  to 
talk  with  your  friends,  to  apply  for  a job,  and  to  order  a pizza 
over  the  phone, 

L List  three  other  practical  reasons  why  you  would  need  to 
communicate. 


Social  Needs 


Besides  helping  you  to  cope  with  the  practical  needs, 
communication  is  necessary  in  social  situations.  You  want 
to  be  included  in  group  activities  or  belong  in  a personal 
relationship.  For  example,  you  would  use  communication 
when  studying  with  fnends^  playing  on  a team,  or  going 
on  a date. 


2.  List  two  additional  social  reasons  why  you  would  need 
to  communicate. 


Identity  Needs 


Communicating  with  other  people  helps  you  to 
discover  who  you  are.  The  feedback  you  get  from 
your  family  and  friends  lets  you  know  what  kind 
of  a person  you  are.  For  example,  when  someone 
laughs  at  your  jokes,  you  may  infer  that  you  have 
a good  sense  of  humour.  If  a friend  compliments 
you  on  the  way  you  look,  you  realize  that  you’re 
an  attractive  person. 


ice 


Section  1 : Say,  what? 
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I’m  still  not  sure  what  you 
mean  by  identity  needs. 


Well,  if  I’m  fun  to  be  with,  I would 
probably  have  friends  who  wanted 
to  hang  around  with  me. 


So  my  identity,  to  a large  extent,  is  a 
result  of  other  people’s  reactions  to 
what  I say,  and  what  I do? 


All  right.  Consider  this.  How  do  you 
know  if  you’re  fun  to  be  with  or  boring? 


Right.  Your  friends  communicate  to 
you  that  you’re  interesting  by  wanting 
to  be  with  you. 


That’s  it  exactly. 


3.  In  each  of  the  following  situations  there  is  a need  to  communicate.  Demonstrate  your 

understanding  of  the  three  needs  for  communication  by  identifying  the  particular  need  or  needs  in 
each  case: 


• practical  needs  • social  needs  • identity  needs 

a.  Y ou  invite  some  friends  over  for  a party. 

b.  Your  furnace  stops  working. 

c.  You  ask  your  boyfriend/girlfriend  how  you  look. 

d.  You  want  to  know  the  bus  schedule. 

e.  You  join  the  school’s  swim  club. 

f.  You  check  with  your  teacher  to  see  if  you  got  the  right  answer. 

Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  1 . 
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JOURNAL  

In  your  journal  respond  to  the  following  ideas. 


Activity  2:  The  Communication  Process 


You  know  now  that  there  are  specific  reasons  why  people  communicate,  but  what  actually  happens 
between  two  people  when  they  communicate? 

First  of  all,  consider  what  happens  when  you  want  to  express  an  idea.  Most  often,  ideas  do  not  start 
out  as  words,  but  as  mental  pictures  or  images. 


Communicator: 

a person  who 
creates  a 
message 


When  you  decide  to  share  your  mental  image  with  someone,  you  become  a communicator. 


Could  I please  borrow 
your  scissors? 


Section  1 : Say,  what? 


Encoding:  the 
process  by  which 
thoughts  are 
transformed  into 
words 


Channel:  the 
way  in  which  a 
message  is  sent 


Nonverbal: 

without  words 


You  now  have  to  put  your  image  into  a form  that  other  people  can  understand  - words.  This  process 
is  called  encoding. 


/ don’t  understand 
what  you  mean  by 
encoding. 




Well,  encoding  simply  means  that  our  thoughts  don’t 
come  to  us  necessarily  in  words,  but  in  feelings  or 
images.  We  have  to  put  them  into  words  so  other 
people  will  understand  what  we  are  thinking  or  feeling. 


A 


You  mean 
it’s  like  a 
translation? 


That’s  right!  You  could  say  that  words  are 
translations  of  our  thoughts.  Once  you’ve 
chosen  the  words  you  want  to  use  to  express 
your  thoughts  or  feelings,  you  must  choose  the 
manner  or  channel  that  you  will  use  to  send 
your  message. 


There  are  three  main  communication  channels:  oral,  written,  and  nonverbal.  The  following  chart  lists 
some  specific  examples  of  different  communication  channels. 


Communication  Channels 

oral 

written 

nonverbal 

• talking  face  to  face 

• a letter 

• touching  (communicates 
caring) 

• talking  over  the  telephone 

• a memo 

• clothing  (wearing  a suit  for 

• audiotape  recording 

• a diary  entry 

an  interview  communicates 
seriousness) 

• talking  through  an  interpreter 

• a resume 

• posture  (leaning  forward 

• a poem 

communicates  interest) 
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Get  together  with  a partner  and 
brainstorm  further  examples  of  channels 
of  communication. 


What  you’ve  learned  so  far  about  the  communication  process  can  be  represented  by  the  following 
model. 


Imagine  a young  man  wants  to  express  his 
affection  to  a young  woman.  Explain  how 
this  model  applies  to  this  situation. 


Well,  the  young  man  is  the  communicator. 
And  he  has  a mental  picture  of  the  young 
woman  and  he  feels  the  love  he  has  for  her. 
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Section  1:  Say,  what?  

. , ' . ■ A:  • !■''  '■■•' .■ 


He  translates  that  image  and  that  feeling  into 
the  words,  7 love  you.”  in  other  words,  he 
has  encoded  what  he  sees  and  feels  inside 
into  words. 


Decoding:  the 
process  by  which 
the  receiver 
makes  sense  of  a 
message 


But  wait,  the  model  isn’t  finished.  It  has  to  reach  an  audience.  When  your  message  reaches  the 
audience,  he/she  must  make  sense  out  of  your  message  by  decoding  back  into  feehngs  or  thoughts. 
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Decoding? 
What’s  that? 


It’s  much  the  same  as  encoding,  except 
it’s  the  reverse  process. 


But  you  don’t  have  to 
decode  words.  We  ail 
know  what  words  mean. 


/ know.  Like  the  word  “Jumper.”  In  Australia 
it  means  sweater,  but  in  Canada  it  means 
someone  or  something  that  Jumps! 


True,  to  an  extent.  But  consider  how 
words  can  mean  different  things  to 
different  people. 


You’ve  got  it.  Sometimes  we  have 
to  interpret  what  other  people  are 
trying  to  say  to  us. 


This  is  how  the  model  looks  now. 


Is  this  a completely  accurate  model  of  the  communication  process?  It  is  if  you’re  listening  to  the 
radio  or  watching  television.  But,  what’s  missing?  This  model  ignores  the  fact  that  people  respond  to 
you  when  you  communicate.  You  receive  feedback  from  people  verbally  and  nonverbally. 

Consider  the  example  of  the  person  who  says,  “I  love  you!”  to  his  girlfriend.  His  next  message  will 
be  influenced  significantly  by  her  reaction. 

Verbally 

She  may  respond  with  the  same  message:  “I  love  you,  too.”  Her  tone  of  voice  will  affect  the 
meaning  of  those  words. 


Section  1 : 


Say,  what? 
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Nonverbally 

What  if  she  doesn’t  really  love  him,  but  feels  trapped  by  the  situation?  She  may  say  she  loves  him 
with  her  voice,  but  deny  it  with  a grimace  on  her  face,  or  she  may  simply  turn  away  from  him  as  she 
says  it.  All  of  these  nonverbal  reactions  add  something  significant  to  the  verbal  message,  and  will 
alter  the  young  man’s  next  message.  (You  will  discuss  nonverbal  communication  more  thoroughly  in 
Section  3 of  this  module.) 


So  you  see  that  communication  is  a dynamic  process,  one  that  changes  all  the  time.  The  words  and 
the  channels  you  choose  to  use  all  influence  how  your  message  will  be  understood. 

Five  communication  situations  are  described  below.  For  each  situation,  identify  the  communicator 
and  the  channel(s)  that  the  communicator  is  using.  Also,  identify  the  audience  and  indicate  whether 
the  feedback  is  verbal  or  nonverbal.  The  first  one  is  done  for  you  as  an  example. 


1. 


Mr.  Mason  gives  a lecture  about  Alberta’s  oil  industry  to  his  class. 
Students  pose  questions. 


a.  Communicator:  Mn^MaAon 

b.  Audience:  tU&cioM 

c.  Channel: 

d.  Feedback: 


2. 


3. 


4. 


5. 


The  teacher  furrows  his  brow  to  indicate  that  his  class  is  being  too  noisy 
The  class  quiets  down. 


a.  Communicator 

b.  Audience 


c.  Channel 

d.  Feedback 


The  sign  on  the  boulevard  uses  a figure  chasing  a ball  to  indicate 
a playground  zone.  The  drivers  slow  down. 


a.  Communicator 

b.  Audience 


c.  Channel 

d.  Feedback 


The  referee  at  the  hockey  game  blows  his  whistle  to  indicate  that  the 
visiting  team  is  offside.  The  visiting  team  protests. 

a.  Communicator  b.  Audience  c.  Channel  d.  Feedback 

The  Citadel  Theatre  presents  the  play  Julius  Caesar.  The  audience  shows  its  approval. 

a.  Communicator  b.  Audience  c.  Channel  d.  Feedback 


Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  2. 
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Activity  3:  Using  Appropriate  Language 


You  will  leant 
more  about  job 
interviews  in 
Module  5. 


Look  at  the  following  illustrations  of  two  job  interviews  for  work  in  a service  station,  and  read  the 
accompanying  captions. 


“Yeah,  man,  I pumped  gas  for  some  creep  on  the  south  side,  but 
the  jerk’s  business  went  belly-up  and  I had  to  go  on  pogey.  But, 
man,  I can’t  make  it  without  more  cash,  so  here  I am.’’ 


“Yes,  sir,  1 worked  at  a gas  station  on  the  south  side  until  last 
March  when  the  business  closed.  I had  to  go  on  unemployment 
insurance,  but  I’d  much  rather  be  working;  that’s  why  I’ve 
applied  for  this  job.” 


1 . Write  a short  paragraph  in  which  you  say  who  you  think  will  get  the  job  and  why.  Consider  the 
types  of  messages  each  job  candidate  is  communicating  verbally  and  nonverbally. 


Now  compare  the  illustrations  of  two  conversations  heard  in  a schoolyard. 


“Hi!  Can  I get  into  the  game,  or  would  I just  get  in  the  way  now 
that  the  teams  are  made  up?” 


“Hello,  fellows.  I wonder  if  you  would  be  so  kind  as  to  allow 
me  to  join  you  in  a game.  I trust  it  will  not  be  an  imposition;  I 
would  hate  to  intrude  where  my  presence  might  prove  an 
inconvenience.” 


Section  1 : Say,  what? 
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Module  1 
introduced 
purpose  and 
audience. 


Formal 

language: 

language  in 
which  careful 
attention  is  paid 
to  word  choice 
and  grammatical 
accuracy 
Formal  language 
is  used  when  you 
want  to  make  a 
good  impression 
or  communicate 
your  ideas 
precisely. 

Informal 
language:  the 
relaxed,  friendly, 
personal  sort  of 
language  used  in 
everyday  life 
Informal 
language  follows 
most  of  the  rules 
of  grammar  but 
uses  a less 
sophisticated 
vocabulary  than 
formal  language. 


Style:  the  way  in 
which  you 
express  yourself 


2.  In  a short  paragraph,  indicate  who  you  think  has  an  easier  time  making  friends.  Again,  consider 
the  types  of  messages  each  boy  is  communicating  verbally  and  nonverbally. 

Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  3. 

The  preceding  illustrations  tell  you  something  that  everyone  knows  but  seldom  thinks  about:  you 
tend  to  speak  differently  on  different  occasions.  Often  this  is  done  completely  unconsciously,  but 
everyone  does  it  to  some  degree.  And,  as  you  can  see  from  the  illustrations,  if  you  don’t  tailor  your 
language  to  suit  the  occasion,  you  may  be  making  the  wrong  impression  or  sounding  completely 
ridiculous.  You  adjust  your  language  to  suit  the  occasion. 

The  sort  of  language  you  use  in  a given  communication  situation  depends  upon  two  related  factors: 

your  purpose  and  your  audience. 

Your  language  should  be  appropriate  to  your  purpose.  If  your  purpose  is  to  be  hired  for  a job,  for 
instance,  it  makes  no  sense  to  speak  in  a careless,  slaphappy  manner.  You  are  judged  on  how  you 
speak.  In  a serious  situation  where  you  want  to  make  a good  impression,  like  at  a job  interview,  you 
should  use  formal  language.  The  same  formal  tones,  however,  might  sound  stiff  or  silly  when  your 
purpose  is  to  have  a good  time  with  a group  of  friends.  In  such  a situation,  it  would  be  more 
appropriate  to  use  informal  language. 

Your  language  should  be  appropriate  to  your  audience  - the  people  (or  person)  to  whom  you  are 
speaking  or  writing.  Ordinarily,  people  would  not  speak  to  an  employer  or  to  a group  at  a business 
meeting  in  the  same  way  they  would  to  a close  friend  or  the  people  around  them  at  a hockey  game. 

Know  Your  Audience  and  Purpose 

You  should  always  strive  to  make  sure  that  the  sort  of  English  you  are  using  is  appropriate  to  your 
purpose  and  to  your  audience. 

Before  you  begin  to  communicate  a message,  ask  yourself,  “What  is  my  purpose  in  communicating?” 
Some  possible  answers  include  the  following: 

• to  inform  people  of  something 

• to  entertain 

• to  persuade  others  of  your  point  of  view 

• to  socialize 

• to  give  directions 

Next  ask  yourself,  “Who  is  my  audience?”  A teacher?  Friends?  The  general  public?  A prospective 
employer? 

Communicators  must  write  or  speak  in  a manner  that  suits  their  purpose  and  audience.  Once  you 
know  what  you  want  to  say,  you  must  decide  to  whom  you  are  speaking  or  for  whom  you  are  writing; 
then  you  will  know  how  to  speak  or  write.  Suitability  of  style  depends  on  purpose  and  audience. 
Keep  both  in  mind  when  you  speak  or  write. 
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You  will  leam  to 
write  business 
letters  in 
Activity  6. 


Krista:  You  know,  I try  to  write  and  speak  correctly,  but  it  doesn’t  always  seem  natural. 

Teacher:  I know  what  you  mean.  In  everyday  speech  you’re  more  likely  to  ask  “Who  are  you 
talking  to?”  instead  of  “To  whom  are  you  talking?” 

Krista:  Is  it  wrong  the  first  way? 

Teacher:  Not  really.  There  are  essentially  three  different  types  of  language  and  each  has  a 
different  purpose.  Correctness  is  important  in  each  one,  and  always  indicates  a 
courtesy  for  the  listener  or  reader. 

Krista:  I see  what  you  mean.  When  I’m  playing  hockey.  I’m  not  likely  to  say,  “Would  you  be  so 

kind  as  to  pass  the  puck  to  me?” 

Teacher:  Right.  Keep  in  mind  that  any  message  you  send  has  two  components:  content  and 
form.  Content  refers  to  what  you  say  and  form  has  to  do  with  how  you  say  it. 

Armin:  It  sounds  similar  to  the  communication  model  we  discussed  in  Activity  1 . There’s  the 

message,  which  is  the  content;  and  the  encoding  process,  which  is  the  form. 

Teacher:  That’s  it  exactly.  Now  you’re  ready  to  discuss  the  three  major  types  of  language: 
expressive,  functional,  and  imaginative. 

Types  of  Language 

Expressive  Language 


As  you’ve  learned  in  Module  1,  when  you’re  talking  with  your  friends,  or  writing  in  a diary  or 
journal,  you  probably  aren’t  going  to  be  overly  concerned  with  grammatical  correctness,  nor  should 
you  be.  With  this  type  of  language  what  you’re  writing  or  talking  about  is  personal;  the  content  is  the 
most  important  element.  This  type  of  language  can  be  experimental  and  you  try  out  new  ideas. 

Functional  Language 

With  this  type  of  language  you  are  communicating  for  a practical  purpose.  This  is  language  that  has  a 
job  to  do.  You  may  be  writing  a report  or  a business  letter.  This  type  of  language  tries  to  inform, 
persuade,  or  explain.  Here  you  need  to  place  a great  deal  of  emphasis  on  writing  or  speaking  clearly 
and  correctly. 

Imaginative  Language 

Imaginative  language  is  writing  that  is  shaped  and  polished  for  a public  audience  to  express  the 
artistic  talent  of  the  writer.  It  is  the  type  of  language  used  in  story  telling. 
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3.  Show  that  you  understand  the  difference  between  functional,  expressive,  and  imaginative 
language  by  indicating  what  type  of  language  you  would  use  in  the  following  situations. 

a.  You  are  writing  a letter  of  complaint  to  a local  department  store. 

b.  A friend  is  calling  you  on  the  telephone. 

c.  Dear  Diary, . . . 

d.  “Once  upon  a time, . . .” 

e.  The  telephone  rings  at  work,  and  you  answer  it. 

f.  “To  be,  or  not  to  be?  That  is  the  question.” 

g.  You  add  a covering  letter  to  your  resume  before  you  mail  it  to  prospective  employers. 

h.  You  write  a note  to  a friend. 

i.  You  are  reading  a letter  to  the  editor  in  the  local  newspaper. 

j . You  are  writing  Christmas  cards  to  your  friends. 

Compare  your  responses  with  those  in  the  Appendix,  Section  1:  Activity  3. 


Activity  4:  Barriers  to  Effective  Communication 


Barrier  to 
effective 
communication: 
anything  that 
prevents  a 
message  from 
being  received 
and  understood 


Have  you  ever  told  a joke  to  a friend  who  completely  missed  the  punchline?  Have  you  ever  made  a 
comment  about  someone’s  clothing  that  was  taken  as  an  insult?  This  can  easily  happen  when  you 
consider  all  of  the  barriers  that  exist  which  reduce  the  effectiveness  of  communication. 
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Consider  your  own  effectiveness  as  a communicator  by  completing  the  following  questionnaire. 
Check  off  either  “yes”  or  “no”  if  the  statements  apply  to  you. 


Listening  Survey 

• When  someone  else  is  talking,  I tend  to  keep  track  of  sights  and  noises 
around  me. 

yes  no 

□ □ 

• If  I think  what  the  other  person  is  saying  is  starting  to  sound  too 
difficult,  I stop  listening. 

□ 

□ 

• Any  time  a speaker  says  something  I don’t  understand  or  I disagree 
with,  I intermpt. 

□ 

□ 

• The  other  person’s  general  appearance  and  way  of  talking  let  me  know  I 

whether  he  or  she  has  something  to  say  that’s  really  worth  listening  to.  ' 

□ 

□ 

• When  someone  else  is  talking  and  says  something  that  annoys  me  or  I 

that  I disagree  with,  I will  immediately  show  my  annoyance  or  ‘ 

impatience. 

□ 

n 

• It  is  possible  for  me  to  “hear”  something  said  by  someone  else  that  I 

wasn’t  actually  said.  ' 

□ 

n 

• When  someone  else  is  speaking,  I tend  to  concentrate  on  what  I’m  I 

going  to  say  when  I get  my  chance  to  speak.  ' 

□ 

n 

• When  someone  else  is  speaking,  I can  easily  be  thinking  of  other  things  [ 

as  well  as  listening  to  what’s  being  said.  ' 

□ □ 

Now  count  up  the  number  of  yesses  and  nos.  A “yes”  answer  to  any  of  the  questions  indicates  that 
you’re  distracted  when  you  listen.  In  other  words,  you  are  not  completely  focused  on  the 
communicator.  If  you  checked  off  more  yesses  than  nos  in  the  questionnaire,  it  is  possible  that  you 
may  not  be  listening  carefully  enough  to  other  people.  Being  a good  listener  is  important  in  the 
communication  process.  You’ll  learn  some  strategies  for  improving  your  listening  skills  in  Activity  5. 

It  is  unfortunate  but  all  too  tme  that  communication  seldom  occurs  under  ideal  circumstances. 
Communication  breaks  down  when  circumstances  stop  or  distort  sent  and  received  messages.  These 
barriers  to  effective  communication  may  occur  either  while  you  are  writing  or  speaking. 

There  are  three  main  types  of  barriers  or  walls  to  effective  communication: 

• physical  barriers  - everything  excluding  the  human  body 

• physiological  barriers  - the  human  body 

• psychological  barriers  - the  human  mind 


Section  1 : Say,  what? 


Physical  Barriers 


Have  you  ever  had  difficulty  trying  to  talk  with  someone  who  was 
wearing  mirrored  sunglasses?  How  about  trying  to  carry  on  a 
conversation  with  someone  wearing  stereo  headphones?  Both  of 
these  examples  illustrate  the  outside  or  external  factors  which  may 
interfere  with  clear  communication.  In  an  auditorium  you  may  not  be 
able  to  see  the  person  on  the  stage  very  well  because  there  may  be  too 
much  cigarette  smoke.  Or,  you  may  not  be  able  to  hear  what  the 
person  is  saying  because  a fan  is  too  loud,  or  maybe  the  person  is 
difficult  to  understand  because  he  or  she  has  a bad  cold.  You  may 
not  be  able  to  read  a letter  from  a friend  because  the  penmanship  is  so 
poor.  All  of  these  physical  elements  impede  or  block  effective 
communication. 

1 .  List  three  other  physical  barriers  to  clear  communication. 


Physiological  Barriers 


Sometimes  communication  is  sabotaged  by  influences  in  your  own 
bodies.  These  are  the  biological  factors  that  may  interfere  with 
one’s  ability  to  understand  clearly  certain  types  of 
communication.  Some  examples  of  this  may  include 
illness  or  poor  hearing. 


2.  List  three  other  physiological  barriers  to  clear 
communication. 


Psychological  Barriers 


Have  you  ever  found  your  mind  wandering  while  you  were  trying  to  listen  to  a 
lecture?  Have  you  ever  been  so  frightened  that  you  were  unable  to  speak 
clearly?  In  these  situations  there  are  psychological  factors  which 
inhibit  clear  communication.  Another  consideration  is  the  attitude 
of  the  communicator  or  the  audience.  For  example,  you  may  not 
like  a particular  person  and  find  it  difficult  to  listen  to  that  person. 


3.  List  three  other  psychological  barriers  to  clear  communication. 


Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  4. 
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It  seems  to  me  that 
our  word  choices 
can  also  be  a 
barrier  to  good 
communication. 


No,  you  wouldn't 
“Interesting”  can 
mean  a lot  of 
different  things  to 
people. 


Likely,  I 
wouldn’t 


You  raise  a good  point  If  a person  were  to  use 
vague  words,  you  wouldn’t  get  a clear  understanding 
of  what  the  person  means.  For  example,  if  I asked 
how  you  enjoyed  a particuiar  movie,  and  you  said  it 
was  “interesting,”  would  I really  know  what  you 
thought  about  the  film? 


Consider  what  would  happen  if  you  used 
inappropriate  language  at  the  wrong  time. 

If  you  were  in  a job  interview,  and  you  were 
to  swear,  what  would  be  the  result? 


Can  you  think  of  some  other  situations  in 
which  using  bad  grammar  or  inappropriate 
language  could  have  undesirable  results? 


You  take  the  role  of  the  student  and  answer  the  question. 

You  are  going  to  hear  a conversation  between  two  students.  After  listening  to  the  conversation  only 
once,  answer  the  questions  that  follow. 

4.  After  you  have  listened  to  the  conversation  on  your  companion  audiocassette,  try  to  answer  the 
following  questions.  Use  complete  sentences  for  your  responses. 

a.  What  are  the  names  of  the  two  speakers? 

b.  Who  is  Doc  Naryan? 

c.  Where  does  the  boy  come  from? 

d.  Where  was  he  going  before  he  began  talking  to  the  girl? 

e.  What  is  the  boy’s  favourite  food? 


Section  1 : Say,  what? 
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f.  Why  is  the  girl  looking  forward  to  going  home  for  supper? 

g.  The  conversation  you  listened  to  was  purposefully  difficult  to  understand.  As  a result  you 
may  have  had  some  trouble  answering  the  questions  because  there  were  many  obstacles  that 
got  in  the  way  of  your  understanding  the  dialogue.  Now,  try  to  identify  the  barriers  you 
experienced  while  listening  to  the  dialogue.  Use  complete  sentences  in  your  response. 

Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  4. 


JOURNAL  

In  your  journal  respond  to  the  following  idea. 


In  a short  paragraph,  de.scribe  a communication  situation,  either  real  or  imagmed,  m which  a 
communication  barrier  lessened  the  effectiveness  of  the  communication. 


Activity  5:  Listening  and  Speaking 


Like  most  people,  you  probably  spend  a large  part  of  each  day  speaking  and  listening  to  others.  In 
any  conversation,  whether  in  person  or  over  the  telephone,  the  people  involved  take  turns  being  both 
speakers  and  listeners;  each  person  asks  questions  and  provides  information. 
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Since  most  people  spend  so  much  time  speaking  and  listening,  it  is  often  taken  for  granted  that,  with 
all  of  that  practice,  everyone  would  be  very  good  speakers  and  listeners.  That  assumption  is, 
unfortunately,  not  accurate.  As  you  have  learned,  there  are  many  barriers  to  effective  communication, 
and  it  is  quite  common  for  messages  between  speakers  and  listeners  to  be  misunderstood. 

So,  what  can  be  done  to  make  your  listening  and  speaking  more  effective?  You  can  learn  more  about 
the  listening  and  speaking  processes  and  take  steps  to  become  a better  listener  and  speaker. 

Enhancing  Your  Listening  Skills 

You  may  be  surprised  to  find  that  listening  is  the  communication  skill  used  most  often.  In  fact, 
approximately  three-quarters  of  a school  day  is  spent  listening. 

Think  about  how  much  time  you  spend  listening  on  an  average  day.  Of  course,  if  you  are  working  on 
distance  learning  courses  at  home  and  do  not  attend  a school,  you  spend  more  of  your  school  day 
reading  than  listening;  however,  you  probably  spend  a portion  of  the  day  listening  to  your  family  and 
friends.  Perhaps  you  listen  to  a radio,  cassette  or  CD  player,  or  a television  set.  In  the  evening  you 
may  go  to  a movie  or  to  church,  both  of  which  are  listening  experiences. 

Unfortunately,  this  important  skill  is  taken  for  granted  much  of  the  time.  Because  the  skill  of  listening 
is  used  so  extensively,  it  would  be  wise  to  develop  that  skill  so  that  you  get  the  most  out  of  each 
listening  experience. 


How  often  have  you  done  an  assignment  or  errand  incorrectly  because  the  instmctions  were  given 
orally,  and  you  did  not  completely  understand?  Listening  is  more  than  just  hearing;  it  involves  far 
more  attention  and  reaction. 

If  you  are  reading  a book  and  mn  into  difficulty,  you  can  easily  go  over  the  difficult  section  until  you 
fully  understand.  Listening  offers  no  second  chance,  so  you  must  learn  to  concentrate. 

A good  listener  will  also  become  a better  reader,  writer,  and  speaker.  After  hearing  about  a subject,  a 
person  will  discuss  it  and  even  research  it  to  increase  his  or  her  knowledge. 

A good  listener  is  also  more  likely  to  be  popular.  It  is  exasperating  to  be  involved  with  someone  who 
dominates  the  conversation  or  constantly  interrupts.  Good  listening  pays  off  both  educationally  and 
socially. 
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Whether  you  listen  to  a radio  news  broadcast,  to  someone  speaking,  to  beautiful  music,  or  just  to  the 
wind  whistling  through  the  trees,  you  are  broadening  your  personal  experiences.  You  learn  from 
listening. 


Keeping  the  following  four  points  in  mind  will  help  you  listen 
more  effectively. 


Listen  purposefully 


Know  why  you  are  listening.  Perhaps  you  are  seeking 
information  from  a newscast  or  discussion,  ideas  and  opinions 
from  a speech  or  public  meeting,  or  entertainment  from  a 
radio  program. 


Listen  attentively 


Try  to  avoid  distractions.  Do  not  talk,  read,  or  study.  Look  at 
the  speaker,  and  concentrate  on  what  that  speaker  is  saying. 


Listen  discriminately 


Note  the  speaker’s  purpose  and  the  main  points  the  speaker 
makes.  Consider  the  appropriateness  of  the  illustrations  and 
examples.  Try  to  relate  what  the  speaker  says  to  your  own 
experience  and  interests. 


Listen  judgmentally 


Determine  why  you  agree  or  disagree,  but  do  so  rationally. 
Let  the  speaker  finish,  and  understand  fully  what  the  speaker 
has  said  before  you  judge.  Judge  the  speaker’s  ideas  on  their 
merit,  not  on  the  personality  of  the  speaker  or  the 
presentation. 


1 . How  well  do  you  listen?  Recall  a recent  situation  in  which  you  were  a listener.  Analyse  your 
listening  ability  by  answering  the  following  questions  as  honestly  and  accurately  as  you  can. 

a.  Describe  the  situation. 

b.  How  well  did  you  listen  to  what  was  being  said?  Explain. 

c.  What  specific  things,  if  any,  prevented  you  from  listening  well? 
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d.  What  contributions  did  you  make  to  keep  the  conversation  going? 

e.  What  specific  things  could  you  do  to  improve  your  ability  to  listen  if  you  ever  found  yourself 
in  a similar  situation? 

Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  5. 


Speak  Up! 

A great  deal  of  the  communicating  that  you  do  each  day  is  through  speaking.  You  speak  to  people  all 
the  time  - your  family,  friends,  teachers,  classmates,  and  others  with  whom  you  come  into  contact  in 
the  course  of  a day. 


2.  Think  of  the  instances  in  a day  when  you  use  speech.  In  one  or  more  well-constmcted  sentences, 
describe  how  you  have  used  speech  today. 


There  are  many  purposes  for  speaking;  one  of  these  is  to  inform  others.  You  can  provide  your 
listeners  with  information  about  a topic  about  which  you  are  well  acquainted;  or  maybe  you  just  want 
to  tell  people  how  you  feel,  what  your  opinions  are,  what  you  want,  and  so  on.  You  can  also  ask 
others  for  information  about  themselves,  or  a topic  about  which  they  are  knowledgeable. 


Public  Speaking 


Most  of  the  speaking  that  you  will  do  in  your 
life  will  involve  only  one  or  two  listeners  at  one 
time,  or  perhaps  a small  group  of  friends  or 
family  members.  In  such  informal  situations, 
you  would  normally  not  have  to  prepare  in 
advance  what  you  want  to  say.  There  are, 
however,  occasions  for  which  you  will  be 
required  to  speak  to  more  than  just  a handful  of 
listeners  at  one  time.  For  many  of  these 
occasions,  you  will  probably  want  to  spend 
some  time  planning  what  you  want  to  say  and 
how  you  want  to  say  it. 


Section  1 : Say,  what? 
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Following  is  a list  of  some  of  the  public-speaking  situations  for  which  you  may  one  day  be  called 
upon  to  speak. 

• presenting  a gift  or  award  to  a deserving  person 

• accepting  a gift  or  award 

• proposing  a toast 

• responding  to  a toast 

• introducing  a speaker 

• thanking  a speaker 

• making  an  announcement 

• presenting  a speech 

• providing  information  or  your  opinions  at  a meeting 
Can  you  think  of  other  public-speaking  situations? 

3.  In  point  form  list  the  three  public-speaking  occasions  in  which  you  are  most  likely  to  be  involved 
in  the  next  year  or  so. 

In  making  a speech  - whether  it  is  a two-line  introduction  or  a formal  presentation  - it  is  essential  to 
know  what  you  want  to  accomplish.  You  must  decide  whether  your  aim  is  to  instmct,  inspire, 
explain,  persuade,  or  entertain. 

The  subject  you  choose  to  speak  about  depends  on  the  following  four  factors. 

• you  - the  speaker 

Speak  about  a subject  about  which  you  have  some  knowledge. 

• the  occasion 

Keep  the  subject  within  the  spirit  of  the  occasion.  The  subjects  suitable  for  a memorial  service,  for 
example,  are  quite  different  from  those  suitable  for  a wedding  celebration. 

• the  time 

Generally,  the  shorter  the  speech,  the  better  your  chance  of  success.  A thank-you  speech  is 
necessarily  short,  but  even  a broad  subject  can  be  narrowed  so  that  you  are  dealing  with  only  one 
aspect  of  it.  Keep  in  mind  that  most  people’s  attention  span  is  only  about  twenty  minutes. 

• the  audience 

Find  out  as  much  as  you  can  about  your  audience.  For  instance,  how  much  knowledge  about  the 
subject  can  you  assume  your  listeners  have?  A general  audience  will  require  a broad  appeal 
whereas  a specialized  audience  will  start  with  more  knowledge  of  the  subject  than  most  people,  and 
your  subject  will  have  to  be  slanted  to  their  level  to  be  of  interest  to  them.  Also,  adapt  your  subject 
for  various  levels  of  age  and  education.  Consider  cultural  backgrounds,  political  affiliations, 
interests,  prejudices,  attitudes.  Even  a general  knowledge  of  the  size  of  the  group,  their  sex  and 
marital  status,  economic  level,  and  social  positions  can  help  you  to  communicate  more  effectively 
with  them. 
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4.  In  your  textbook  Straight  Ahead,  on  pages  138  and  139  there  is  a composition  entitled  “On  the 
Air.”  Assume  that  this  composition  is  to  be  given  as  an  oral  presentation.  Using  complete 
sentences,  answer  each  of  the  following  questions. 

a.  What  is  the  speaker’s  general  purpose  in  giving  this  talk? 


b.  What  main  idea  does  the  speaker  wish  to  present? 

c.  To  what  type  of  audience  might  this  subject  appeal? 

d.  Suggest  an  occasion  upon  which  this  speech  might  be  given. 

At  the  end  of  Section  2,  you  will  complete  an  assignment  that  you  will  submit  to  your  teacher  for 
evaluation.  You  will  write  a short  speech  about  a topic  that  interests  you  and  about  which  you  are 
knowledgeable.  You  will  record  your  speech  onto  a blank  audiocassette  and  submit  it  along  with 
your  written  copy.  Your  speech  should  be  about  one-and-a-half  to  three  minutes  in  length. 


5.  Spend  some  time  now  planning  your  speech.  Use  the  following  questions  to  help  you  with  your 
prewriting  stage. 

a.  What  subject  have  you  chosen  for  your  speech? 

b.  What  is  the  general  purpose  of  your  speech? 

c.  What  main  idea  do  you  wish  to  convey? 

Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Activity  5. 


Section  1 : Say,  what? 


a 


Preparing  Your  Speech 

You  do  not  have  to  be  a professional  to  make  a good  speech.  The  secret  of  speaking  well  is  to  be 
prepared.  Your  speech  must  be  easy  to  follow,  be  clear  in  its  message,  and  achieve  its  purpose.  You 
must  know  what  you  are  going  to  say,  prepare  your  speech  thoroughly,  and  practise  it. 

Early  in  the  speech  make  it  clear  what  you  are  talking  about.  Arrange  your  speech  in  such  a manner 
that  a listener  can  follow  from  one  idea  to  the  next  without  effort.  End  with  as  much  strength  and 
expression  as  you  begin. 

Anecdote:  a 
short  story  about 
an  interesting 
event 


The  Introduction 

Now  for  the  introduction  of  your  speech.  In  this  part  of  your  speech  you  will  need  to  arouse  your 
listeners  ’ interest.  Your  first  few  words  will  determine  the  kind  of  hearing  your  speech  will  get. 

In  your  introduction,  you  may  consider  a human  interest  angle,  a bit  of  humour,  a quotation  - 
whatever  creates  interest.  At  some  point  there  must  be  a transition  to  the  main  body  of  your  speech. 

The  Conclusion 

Your  conclusion  is  important,  for  it  will  determine  how  your  speech  will  be  remembered  and  acted 
upon.  Conclusions  take  many  forms.  You  may  summarize  what  you  have  said  or  offer  a general 
restatement  of  your  main  idea  to  remind  your  audience  of  what  you  want  them  to  remember.  Even  a 
thought-provoking  quotation,  if  appropriate,  can  be  an  emphatic  way  to  end  your  speech. 

Practising  Your  Speech 


Speak  your  message,  but  relate  it  to  the  interests  of  your  audience.  Make  it  relevant  to  them. 
Concrete  examples  and  timely  anecdotes  can  have  meaning  for  the  audience  you  are  addressing. 

You  can  do  many  things  to  make  your  presentation  come  alive.  Enrich  your  talk  with  facts  and 
illustrations.  Demonstrate.  Use  audiovisual  aids  to  amplify  and  emphasize.  Charts,  exhibits,  printed 
material,  pictures,  videos,  a blackboard,  a flannel  board,  maps,  graphs,  diagrams,  samples,  models, 
recordings,  and  artwork  all  can  be  used  to  heighten  the  effect  of  your  presentation. 


Practise  your  speech  until  you  are  comfortable  with  it. 

Once  you  are  familiar  with  the  speech,  concentrate  on  the 
sound  of  your  voice  and  the  emphasis  you  wish  to  give.  If 
possible,  dictate  your  speech  into  a tape  recorder.  If  there  is 
anything  in  the  speech  that  gives  you  problems  (for  example, 
awkward  phrases),  revise  it. 

Try  speaking  in  front  of  a full-length  mirror.  Note  your 
posture  as  you  give  your  talk.  Practise  eye  contact  with  your 
audience.  (Eye  contact  helps  to  hold  the  audience’s  interest.) 
Practise  movement. 

Now  is  a good  time  to  correct  distracting  mannerisms.  Does 
your  voice  waver?  Do  you  drop  your  voice  when  it  should 
rise?  Do  you  fidget?  Do  you  blink  incessantly?  Do  your  eyes 
wander  as  you  speak? 
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Delivering  Your  Speech 

Delivery  is  all  important.  Much  of  the  effectiveness  of  any  speech  comes  from  the  way  in  which  it  is 
given.  Whenever  you  speak,  consider  the  following  points. 


Bearing 

• Stand  straight;  do  not  assume  a slouchy  and  careless  posture,  but  avoid  being  stiff  and  wooden. 

• Keep  distracting  mannerisms  under  control. 

• Look  directly  at  your  audience. 

• Use  eye  contact,  facial  expressions,  and  gestures  to  hold  your  audience’s  attention  and  emphasize 
your  message.  Watch  for  feedback  that  tells  you  that  you  are  being  understood  as  well  as  heard. 
React  to  your  listeners.  Be  alert  to  changes  in  mood,  and  be  ready  to  shift  with  them. 

• Use  a pleasing  voice. 

• Speak  slowly. 

• Speak  loudly  enough  to  be  heard  in  the  extreme  rear  of  the  room. 

• Vary  tone  and  speed. 

Enunciation 

• Speak  clearly. 

• Utter  your  words  distinctly. 

Pronunciation 

• Place  accent  correctly. 

• Use  the  correct  sounds  for  letters  and  syllables. 

Language 

• Choose  your  remarks  carefully,  using  language  appropriate  to  your  audience. 

• Use  simple  language. 

• Keep  words  short,  and  delete  those  that  you  have  difficulty  pronouncing. 

• Balance  long  sentences  with  short  ones. 

Attitude 

• Speak  sincerely  and  enthusiastically  about  your  subject,  but  do  so  naturally. 

• Avoid  artificial  emotion  and  forcefulness. 

• Keep  a sense  of  humour. 
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The  following  is  a simple  checklist  for  effective  speaking.  If  you  were  to  give  the  speech  you 
prepared  in  this  lesson,  how  would  you  rate  on  these  items? 


CONTENT 

□ interests  the  listener 

□ meets  the  purpose 

ORGANIZATION 

□ interesting  beginning 

□ transition  to  main  body  clear 

□ points  are  related  to  the  main  idea 

□ ideas  presented  in  logical  sequence 

□ effective  conclusion 


DELIVERY 


□ easily  heard 

□ easily  understood 

□ eye  contact  with  listener 

□ conversational  tone 

□ sincere  and  enthusiastic 

□ free  from  distracting  mannerisms 

□ attractive  appearance  and  bearing 

□ exact,  colourful,  vivid  language 


Activity  6:  Effective  Writing  - The  Formai  Letter 


Most  of  the  communicating  that  most  people  carry  out 
in  the  course  of  a day  involves  speaking  and  listening; 
but,  what  if  the  people  with  whom  you  want  to 
communicate  are  not  close  at  hand?  What  if  these 
people  are  hard  to  get  hold  of  because  they  work  in 
another  department,  or  another  company,  or  live  in 
another  town?  What  if  they  can’t  be  reached  easily  by 
telephone  because  they  are  always  on  the  move  or  are 
often  tied  up  in  meetings?  Often  the  information  you 
want  to  share  is  so  important  or  so  detailed  that  people 
want  to  have  a written  copy  to  refer  to. 
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Point  of  view: 
the  position  from 
which  something 
is  observed  or 
considered 


Depending  on  the  type  of  work  you  do,  or  will  do  once  you’ve  graduated,  you  may  be  required  to 
communicate  a great  deal  in  writing  with  people  with  whom  you  can’t  communicate  directly.  You 
may  communicate  your  ideas  by  writing  memos,  reports,  or  letters. 

You  are  by  now  already  aware  of  how  important  it  is  to  eliminate  communication  barriers  when  you 
are  speaking  and  listening.  It  is  even  more  important  to  eliminate  communication  barriers  in  written 
communication. 

If  you  don’t  understand  what  a speaker  is  saying,  you  can  ask  the  speaker  to  repeat  or  explain  what  he 
or  she  has  said.  If  a listener  is  confused  by  something  that  you’ve  said,  the  listener  can  ask  you  for 
clarification.  Communication  problems  are  easily  resolved  when  communication  is  face  to  face. 

The  solution  to  a communication  problem  that  arises  because  of  ineffective  written  communication  is 
much  more  challenging.  When  your  written  message  is  misunderstood  by  the  reader,  you  likely 
won’t  be  there  to  explain  what  you  meant. 

The  secret  of  effective  written  communication  is  to  try  to  see  things  from  the  point  of  view  of  the 
reader.  Anticipate  the  needs  of  your  reader.  Consider  what  information  the  reader  needs  to  know, 
and  present  that  information  clearly,  logically,  and  with  enough  details  so  that  the  chances  of  the 
message  being  misunderstood  are  reduced  as  much  as  possible. 


The  most  common  form  of  writing  that  people  engage  in  is  letter  writing.  In  English  13,  you  learned 
how  to  write  effective  personal  letters.  Formal  letters,  or  business  letters,  are  not  much  more 
complicated. 


Kinds  of  Business  Letters 

The  purpose  of  a business  letter  is  to  request  or  communicate  information  in  such  a way  that  it  is 
easily  understood  and  quickly  answered. 

Some  common  kinds  of  business  letters  are 


• order  letters 

• letters  of  inquiry 

• letters  of  application 

• letters  of  complaint 


sales  letters 
adjustment  letters 
credit  letters 

letters  of  recommendation 


Section  1 : Say,  what? 


Letterhead:  the 
name  and 
address  of  a firm 
or  organization 
printed  at  the  top 
of  a piece  of 
stationery 


Parts  of  a Business  Letter 

The  conventional  business  letter  has  six  parts: 

• heading  • body 

• inside  address  • complimentary  close 

• greeting  or  salutation  • signature 

Features  of  Business  Letter  Parts 

Although  the  format  of  business  letters  is  fairly  fixed,  its  features  are  not  rigid.  Here’s  a brief 
summary. 

Heading 

• Avoid  using  abbreviations. 

• Place  the  postal  code  on  a separate  line. 

• On  stationery  with  a letterhead,  only  the  date  needs  to  be  entered. 

Inside  Address 

• When  writing  to  a person,  use  the  appropriate  title  (for  example,  Mr.,  Mrs.,  Rev.),  initials,  and 
correctly  spelled  name. 

• When  writing  to  a company,  try  to  address  your  letter  to  a specific  person  and  specific 
department.  Again,  the  correct  title,  initials,  and  surname  are  required.  After  the  person’s 
name,  give  his  or  her  position  in  the  company. 

Salutation 

When  writing  to  a specific  person,  use  the  appropriate  title  and  surname.  Initials  are  not  included. 

If  you’re  not  writing  to  a particular  person,  you  may  use  Dear  Sir  or  Dear  Madam. 

The  salutation  is  punctuated  with  a colon. 

Complimentary  Close 

Some  acceptable  closings  for  business  letters  are 

Yours  sincerely.  Cordially  yours. 

Yours  truly.  Yours  respectfully. 

Notice  that  the  first  word  only  is  capitalized  and  that  the  closing  is  always  followed  by  a comma. 

Signature 


Since  your  signature  may  not  be  legible,  type  or  print  your  name  below  your  signature,  showing  how 
you  wish  to  be  addressed. 
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Format  of  a Business  Letter 
Full  Block  Form 

Full  block  form  is  the  conventional  form  used  in  a typewritten  business  letter.  All  six  parts  are 
aligned  on  the  left-hand  margin  of  the  letter.  The  paragraphs  in  the  body  are  not  indented.  Each 
paragraph  is  single-spaced  with  double  spacing  between  paragraphs. 


11811  - 111  Street 
Edmonton,  Alberta 
T5L  0H7 
July  10,  1993 


HEADING 


Alberta  Distance  Learning  Centre 
Box  4000 

Barrhead,  Alberta 
TOG  2P0 


Dear  Sir: 


SALUTATION 


INSIDE  ADDRESS 


I am  interested  in  renewing  my  studies  in  English. 
Please  send  me  a list  of  the  English  courses  you 
offer  and  an  application  form. 


BODY 


Thank  you. 


Yours  truly. 


COMPLIMENTARY  CLOSE 


9an 


SIGNATURE 


Ian  Studious 


your  name,  typed,  showing  how 
■you  wish  to  be  addressed 


1 . You  need  to  inquire  about  the  whereabouts  of  your  food  processor  which  you  sent  away  for 
repairs  to  the  Chop- All  Company,  999  Mince  Street,  Blen  D’Or,  Quebec  XOX  0X0. 

Set  up  the  heading,  inside  address,  and  salutation  in  full  block  form.  (Use  your  own  name  and 
address  in  the  letter.) 


Do  not  write  the  entire  letter. 


Section  1 : Say,  what? 
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Modified  Block  Form 

Modified  block  form  is  the  conventional  form  used  in  a handwritten  business  letter.  In  this  form  the 
heading,  complimentary  close,  and  signature  are  centred  on  the  paper.  The  paragraphs  of  the  body  are 
indented spaces.  Each  paragraph  is  single-spaced,  with  double  spacing  between  paragraphs. 


2.  You  are  interested  in  a job  at  your  local  Sweet  Treats  Store,  1919  Candy  Floss  Avenue, 
Sugartown,  Alberta  XOX  0X0.  The  Personnel  Director’s  name  is  Bob  L.  Gomme. 

Set  up  the  heading,  inside  address,  and  salutation  in  modified  block  form.  (Use  your  own 
name  and  address  in  the  letter.) 

Do  not  write  the  entire  letter. 


Compare  your  responses  with  those  in  the  Appendix,  Section  1:  Activity  6. 


34 


English  23:  Module  2 


The  Body  of  a Formal  Letter 

The  body  contains  the  message  you  want  to  convey.  The  strategies  that  follow  will  help  you  achieve 
the  goal  of  a clear,  concise,  and  complete  message. 

• Most  business  letters,  other  than  simple  requests  for  specific  items,  are  at  least  two  paragraphs 
in  length. 

- The  first  paragraph  should  state  your  purpose  in  writing.  Come  to  the  point  immediately. 

- The  paragraph  (or  paragraphs)  should  communicate  your  thoughts  in  logical  order. 

Explain  yourself  fully,  but  not  repetitively.  Supply  sufficient  detail.  Make  sure  you  specify 
what  kind  of  response  you  wish  to  your  letter.  Remember  that  separate  ideas  require 
separate  paragraphs. 

The  final  paragraph  should  close  effectively  with  a complete  sentence. 

• The  details  you  include  must  be  accurate  and  complete.  Give  specific  dates,  figures,  and 
amounts  where  applicable. 

• The  message  must  be  stated  concisely,  it  must  cover  the  ideas  in  the  fewest  possible  words, 
while  at  the  same  time  being  courteous. 

• The  effective  formal  letter  should  be  written  in  an  informal  but  courteous  style. 

• The  tone  of  the  letter  must  he  firm,  yet  polite  and  sincere.  This  will  assure  that  the  letter  will  be 
well  received  and  acted  upon  as  quickly  as  possible. 

• Check  for  correct  spelling  and  punctuation. 

3.  Choose  the  situation  from  either  question  1 or  question  2;  then  write  the  entire  letter.  Make  up 
any  appropriate  details. 

Compare  your  response  with  the  one  in  the  Appendix,  Section  1 : Activity  6. 


Section  1 : Say,  wtiat? 


Follow-up  Activities 


If  you  found  the  activities  difficult,  you  should  complete  the  Extra  Help.  If  you  understand  the 
concepts  clearly,  you  should  complete  the  Enrichment. 


Extra  Help 


The  communication  process  begins  when  one  person  thinks  or  feels  something  and  wishes  to  share 
that  thought  or  feeling  with  others.  The  communicator  encodes  or  transforms  this  thought  into 
language  - symbols  that  other  people  understand.  The  communicator  then  uses  different  channels  to 
get  the  message  across.  These  channels  may  be  verbal,  such  as  speaking,  or  nonverbal,  such  as  facial 
expressions  and  touching.  For  example,  a friend  may  say,  “Let’s  go  to  a movie.”  and  smile 
simultaneously.  Your  friend  is  using  two  channels  here,  one  verbal  and  the  other  nonverbal. 


Interactive: 
mutual  or 
reciprocal 

Linear:  one  way 
only 


Keep  in  mind  that  communication  is  an  interactive  process  not  a linear  process.  In  a linear  model, 
the  communication  is  a straightforward  process  by  which  one  person  speaks  and  the  other  person  only 
receives  the  message.  In  an  interactive  model,  the  person  who  receives  the  message  provides 
feedback  constantly. 


Well,  in  a number  of  ways.  Let’s  say 
you  were  giving  a presentation  in  front 
of  the  class  and  everyone  was 
watching  you  very  carefully  and 
nodding  every  now  and  then.  How 
would  you  feel? 
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I’d  be  pretty  nervous,  but  I 
guess  I’d  be  pretty  pleased 
that  my  speech  was  going 
well. 


/ think  I understand.  If  a comedian 
like  Eddie  Murphy  were  doing  a 
routine  on  stage  and  nobody  laughed, 
he’d  probably  get  pretty  discouraged. 


Sure  you  would.  And  you’d  find  that 
you  would  gather  more  confidence  as 
you  continued.  In  essence,  a good 
crowd  brings  out  the  best  in  a speaker. 


That’s  the  idea.  Now  try  the  following 
crossword  puzzie  to  review  the  main 
terms  from  this  section. 


Across 

3.  This  type  of  barrier  is  a result  of  interference  in  the  human  body. 

6.  This  type  of  communication  occurs  when  the  audience  provides  feedback. 

8.  This  component  of  the  communication  process  receives  the  message. 

1 1 . The  process  of  making  a deduction  based  on  clues 

12.  A type  of  communication  without  the  use  of  language 

14.  What  a feeling  or  thought  transforms  into  after  it  has  been  encoded 

15.  This  type  of  communication  happens  when  there  is  no  feedback,  such  as  in  watching  television. 


Section  1 : Say,  what? 
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Down 

1 . The  person(s)  who  initiates  a message 

2.  When  communicating,  this  is  an  important  consideration. 

3.  This  type  of  barrier  is  the  result  of  something  in  the  environment  inhibiting  communication. 

4.  The  general  name  for  obstacles  to  communication 

5.  An  example  of  this  type  of  barrier  would  be  prejudice. 

7.  Response  by  an  audience  which  may  influence  the  person  speaking 
9.  The  process  of  interpreting  a message 
10.  The  process  of  transforming  thoughts  into  language 
1 3 . Communication  using  language 


Compare  your  responses  with  those  in  the  Appendix,  Section  1 : Extra  Help. 
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Enrichment 

1 . The  graphic  model  of  communication  presented  in  Activity  2 is  still  a linear  model  that  doesn’t 
take  into  account  the  interactive  nature  of  communication.  It  also  fails  to  include  the  barriers  to 
communication  which  can  impede  effective  communication.  Your  task  is  to  develop  a graphic 
model  that  includes  all  the  factors  of  the  original  model.  The  original  model  is  reproduced  below 
as  a starting  point  for  you. 


Compare  your  model  with  the  one  in  the  Appendix,  Section  1 : Enrichment. 

2.  In  this  section,  you  have  learned  about  various  public  speaking  situations  in  which  you  may  one 
day  find  yourself.  One  type  of  public  speaking  that  you  may  become  involved  in  is  the  business 
meeting. 

The  Business  Meeting 

A formal  meeting  is  a gathering  of  people  who  meet  to  make  decisions  regarding  the  operation  of  a 
club  or  organization.  The  meeting  is  led  by  an  elected  or  appointed  chairperson.  An  elected  or 
appointed  secretary  writes  an  official  record  of  the  meeting  in  the  minutes. 

A well-mn  business  meeting  follows  a predetermined  order  called  an  agenda  and  adheres  to  the  mles 
of  parliamentary  procedure.  The  tight  stmcture  of  a meeting  is  necessary  to  ensure  that  decisions  can 
be  reached  systematically  and  fairly. 
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Parliamentary  Procedure 

Parliamentary  procedure,  or  mles  of  order,  exists  to  encourage  the  orderly  flow  of  business  and  to 
discourage  chaos.  These  mles  are  based  on  the  following  elementary  principles: 

• All  members  have  equal  rights,  privileges,  and  responsibilities. 

• Every  matter  of  business  is  entitled  to  full  and  free  discussion  before  a decision  is  reached. 

• The  majority  vote  decides  the  issue. 

• Minority  rights  must  be  protected.  Anyone  has  the  right  to  protest  or  disagree  with  the 
majority’s  decision  and  not  be  penalized  for  this  disagreement. 

• Only  one  question  can  be  discussed  at  any  one  time.  This  must  be  presented  in  the  form  of  a 
motion,  seconded,  discussed,  and  voted  upon.  Once  a vote  has  been  called,  the  question  must 
be  accepted,  rejected,  or  disposed  of  in  some  other  way  before  any  other  subject  can  be 
introduced. 

• The  chairperson,  who  must  be  fair  and  impartial,  is  to  lead  the  meeting  in  orderly  conduct,  not 
to  boss  the  members  around. 

Agenda 

A person  should  never  start  a meeting  without  an  agenda.  An  agenda  is  a specific  list  of  things  to  be 
covered  at  the  meeting.  Often  this  agenda  is  distributed  in  advance  to  those  attending  the  meeting. 

Order  of  Business 

When  groups  use  parliamentary  procedure,  they  usually  follow  a standard  order  for  conducting  the 
business.  This  is  the  pattern  of  most  business  meetings: 

• The  chairperson  calls  the  meeting  to  order. 

• Minutes  of  the  previous  meeting  are  read  by  the  secretary,  corrected,  and  approved. 

• Reports  from  officers  (treasurer,  and  other  permanent  committees)  are  read. 

• Reports  from  special  committees  are  read  at  this  time. 

• Consideration  is  given  to  old  or  unfinished  business  from  the  past  meetings. 

• New  business  is  brought  forward. 

• Announcements  are  made. 

• The  date,  time,  and  place  of  the  next  meeting  is  determined. 

• The  meeting  is  adjourned  by  the  chairperson. 

Motions 

The  major  method  of  making  decisions  and  conducting  business  in  a parliamentary  group  is  by 
motions  followed  by  voting.  A motion  is  a proposal  relating  to  the  topic  under  discussion.  It  is  made 
by  addressing  the  chair.  For  example,  “Mr.  Chairman”  or  “Madame  Chair,”  “I  move  that  we  send  a 
thank-you  note  to  Mrs.  White  for  helping  us.”  A motion  needs  to  be  seconded.  This  is  done  by  a 
member  saying,  “I  second  the  motion.” 
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The  chairperson  then  states  the  question  - that  is,  the  chair  restates  what  has  happened.  For  example, 
“It  is  moved  and  seconded  that  we  adjourn.”  The  motion  is  then  put  before  the  assembly  for  debate. 
In  the  debate  each  member  has  the  right  to  speak  in  reference  to  the  motion  after  he  or  she  has 
addressed  the  chairperson. 

When  the  debate  appears  to  have  closed,  the  chair  asks,  “Are  you  ready  for  the  question?”  If  no  one 
rises,  the  chairperson  proceeds  to  take  a vote,  first  calling  all  those  in  favour.  The  members  vote  by 
raising  their  hands.  The  chair  then  asks  who  are  opposed.  The  chairperson  only  votes  in  the  case  of  a 
tie,  and  then  the  results  are  announced. 

Member  Responsibility 

In  order  for  a business  meeting  to  be  mn  smoothly,  the  members  must  be  familiar  with  parliamentary 
procedure.  They  also  have  other  responsibilities. 

• All  members  must  obtain  recognition  from  the  chair  before  speaking. 

• They  should  speak  only  on  the  topic  under  discussion. 

• They  must  accept  a responsibility  to  contribute  and  to  listen  to  what  other  members  have  to  say. 

• They  should  respect  the  direction  of  the  chairperson. 

• They  must  abide  by  the  mles  of  the  group. 

In  point  form  or  in  one  or  two  sentences,  list  the  situations  in  which  having  a knowledge  of 
parliamentary  procedure  would  be  an  asset. 

Compare  your  responses  with  those  in  the  Appendix,  Section  1:  Enrichment. 


Conclusion 

Communicating  is  part  of  your  everyday  existence.  It  is  very  important  to  be  an  effective 
communicator,  because  you  want  the  world  to  understand  you,  and  you  want  to  be  able  to  understand 
it.  You’ve  seen  that  it  is  very  easy  for  messages  to  become  distorted  when  you  take  into  account  all  of 
the  barriers  that  exist  which  reduce  the  clarity  of  the  message.  You  need  to  work  on  reducing  the 
number  and  severity  of  barriers  to  enhance  your  abilities  as  a communicator. 


Section  1 Assignment:  Say,  what? 

Review  the  Evaluation  information  found  in  the  introductory  pages  of  this  module. 

It  is  important  to  number  and  clearly  identify  each  page  with  the  following  information  at  the  top: 

English  23  - Module  2 Section  1 Assignment  Page  # Name  and  ID  # 

Be  sure  to  write  legibly.  Leave  a wide  left  margin  and  number  all  of  your  pages. 

How  you  write  will  be  greatly  influenced  by  your  purpose  and  audience.  To  demonstrate  your 
understanding  of  this  concept,  write  two  brief  letters. 


Section  1 : Say,  what? 

I - - 
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One  letter  will  be  a personal  letter  to  a friend  whom  you  haven’t  seen  in  a long  time.  In  this  letter, 
you  will  tell  what  you’ve  been  doing  lately  and  invite  your  friend  to  visit  you  next  summer. 

The  second  letter  is  a letter  of  complaint  to  a local  restaurant  which  had  particularly  bad  food  or  poor 
service  the  last  time  you  were  there.  If  you  are  typing  or  word  processing  your  letter,  remember  to 
use  full  block  form  for  your  letter  of  complaint.  If  you  are  hand  writing  your  letter  of  complaint,  you 
should  use  modified  block  form. 

As  you  write,  keep  in  mind  the  person  you’re  writing  to  and  why  you  are  writing. 

Your  letters  will  be  evaluated  according  to  the  following  guidelines. 

• Is  the  language  used  in  each  letter  appropriate  to  the  purpose  and  audience?  (10  marks) 

• Is  the  format  for  each  of  the  letters  correct?  (10  marks) 

• Is  the  message  clear  and  complete?  Are  there  enough  details?  Is  the  information  presented  in  a 
logical  sequence?  Has  the  student  anticipated  the  needs  of  the  letter  readers  and  eliminated  as 
many  communication  barriers  as  possible?  (15  marks) 

• Have  the  letters  been  carefully  edited  and  proofread?  (5  marks) 
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• Have  you  ever  been  frustrated  while  talking  with  a friend  because  you  couldn’t  think  of  the 
right  word? 

• Have  you  ever  had  difficulty  understanding  someone  else,  because  that  person’s  language  was 
vague  and  imprecise? 


If  you  answered  “yes”  to  the  above  questions,  you  may  already  realize  how  important  language  is. 
Your  choice  of  words  has  a profound  influence  on  your  abilities  as  a communicator.  In  this  section, 
you  will  explore  some  characteristics  of  language  and  the  relationship  between  words  and  objects. 
You  will  also  examine  how  your  choice  of  words  affects  your  style  of  writing  and  speaking.  Last, 
you’ll  examine  some  common  errors  people  make  when  making  their  word  choice. 
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Activity  1 : Language  Characteristics 


fT 


Symbol: 

something  that 
stands  for 
something  else 


Denotation:  the 
exact,  literal 
meaning  of  a 
word 


Connotation: 

the  meanings 
associated  with  a 
word 


Language  Is  Symbolic 

From  the  illustration  on  the  preceding  page,  you  can  gather  an  important  principle  about  language. 
The  word  “rose”  has  little  to  do  with  the  actual  flower  you  call  a rose.  Words  are  symbols  of  the 
things  they  represent.  In  and  of  themselves,  they  don’t  mean  anything.  For  example,  the  word  chair 
isn’t  the  object  it  represents.  The  word  chair  has  been  agreed  upon  as  the  appropriate  symbol  to 
represent  the  object  people  sit  on. 


Right.  Writers  use  this  knowledge  to  their 
advantage  by  drawing  upon  the  powerful 
connotations  of  some  words.  Try  the  following 
exercise  to  help  you  develop  a sense  for 
denotation  and  connotation. 
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In  phrases,  provide  the  denotation  and  the  connotation,  both  a positive  and  a negative  example,  for  the 
following  words.  The  first  one  has  been  done  for  you  to  serve  as  an  example. 


1.  home 

• denotation:  piac&wJimem&luted- 

• positive  connotation:  decn/utif,, 

• negative  connotation:  cupxMi^,  nede*dme4d 


4.  the  Rockies 

• denotation 

• positive  connotation 

• negative  connotation 


2.  the  Klondike 

• denotation 

• positive  connotation 

• negative  connotation 

3.  pregnant 

• denotation 

• positive  connotation 

• negative  connotation 


5.  fireplace 

• denotation 

• positive  connotation 

• negative  connotation 

6.  final  exam 

• denotation 

• positive  connotation 

• negative  connotation 


Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  1. 


Activity  2:  Tone‘'-*".;\  : 


Have  you  ever  heard  of  the  expression 
“one  person’s  Junk  is  another  person’s 
treasure”? 


I can  imagine.  Often,  the  vaiue  of  an  object 
depends  on  your  point  of  view.  At  your  garage 
sale,  what  you  considered  worthless  may  have 
been  a valuable  antique  to  someone  else. 


Sure.  Our  family  had  a garage 
sale  recently.  You  wouldn’t 
believe  what  some  people 
bought. 

V _ y 
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Emotive  language: 
words  that  reflect 
your  opinion 


Tone:  the 
attitude  adopted 
by  a speaker  or 
writer 


On  the  other  hand,  some 
objects  which  had 
sentimental  value  to  me 
were  of  little  value  to 
someone  else. 


So,  how  I feel  about  what 
I’m  describing  influences 
the  words  1 will  use  to 
describe  it? 


If  I’m  using  emotive 
language,  then  I’m 


expressing  my  opinion 
rather  than  a fact? 


Is  It  similar  to  tone  of 
voice? 


True  enough.  The  same  type  of  thing  can  happen 
with  language  when  you  describe  something.  A 
neighbour  you  consider  to  be  slender  may  be 
skinny  to  someone  else. 

V y 


Right.  This  is  what  is  called  emotive  language. 
You  appear  to  be  describing  something,  but  really 
you’re  expressing  your  opinion  about  it.  When  you 
call  that  couch  a piece  of  Junk  at  your  garage  sale, 
you’re  announcing  that  you  feel  negatively  about  it. 
When  you  call  the  grandfather  clock  an  antique, 
you’re  saying  that  it  is  worth  something  to  you. 


That’s  it.  Emotive  words  reflect  your  tone.  Tone 
refers  to  your  attitude  toward  what  you’re  writing 
about,  or  talking  about. 


Sure,  it’s  virtually  the  same  thing.  If  you  speak  to 
someone  in  a sharp  tone  of  voice,  you’re  letting  how 
you  feel  about  that  person  be  reflected  in  the  way  you 
speak.  To  get  a little  practice  with  emotive  words  try 
the  following  exercise. 


1 . Column  A contains  a list  of  emotive  words  you  could  use  when  you  approve  of  something,  and 
column  B contains  a list  of  emotive  words  you  could  use  when  you  disapprove.  Match  up  the 
two  columns. 

Column  A Column  B 

If  you  approve,  say  . . . If  you  disapprove,  say  . . . 


a. 

thrifty 

i. 

propaganda 

b. 

meticulous 

ii. 

pushy 

c. 

cautious 

hi. 

cheap 

d. 

determined 

iv. 

old-fashioned 

e. 

extrovert 

V. 

tyrannical 

f. 

traditional 

vi. 

scared 

g- 

progressive 

vii. 

secretive 

h. 

information 

viii. 

loudmouth 

i. 

aggressive 

ix. 

picky 

j- 

discreet 

X. 

radical 

k. 

authoritative 

xi. 

stubborn 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  2. 


It  never  occurred  to  me  how  much  words 
could  reveal  about  what  I was  feeling. 


As  you  can  see,  your  choice  of  words 
establishes  your  tone,  or  your  attitude  toward 
whatever  you’re  talking  about.  In  your  next 
Journal  entry  you  will  explore  your  feelings 
about  a time  when  someone  was  mean  to  you. 
Try  to  show  your  love  of  language  by  being 
very  careful  in  the  words  you  choose.  Use 
words  that  are  highly  connotative  or  emotive  to 
more  vividly  express  your  feelings. 
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JOURNAL  

In  your  journal  respond  to  the  following  ideas. 


J ever  ten  picked  on  at  school?  Or,  have  you  ever  been  made  fun  of  by  brothers  or 

; when  someone  was  mean  to  you.  In  this  journal  entry,  describe  the 

kciteL  aid  keii  comment  on  how  you  felt  at  that  time.  Were  you  angered  or  saddened? 


The  topic  of  your  first  reading  also  deals  with  the  issue  of  meanness.  This  poem  talks  about  how  the 
poet  was  cmel  to  bullfrogs  as  a child  in  much  the  same  way  he  is  a victim  as  an  adult. 


Overdrive 


Turn  to  page  82  in  Overdrive  and  read  the  poem  “The  Bull-Frogs  Got  Theirs  (as  now  I do)”  by 
George  Kenny. 


In  your  first  reading  of  the  poem,  read  it  out  loud.  In  this  first  reading  just  try  to  get  a general  feeling 
about  the  poem.  Be  sure  to  follow  the  punctuation;  that  helps  to  tell  you  how  the  poem  should  be 
read. 


Your  second  reading  should  be  a silent  one  and  more  considered  than  the  first.  Make  a list  of  words 
you  may  not  know,  and  look  them  up  in  the  dictionary.  At  this  point  discuss  the  poem  with  a partner. 
Consider  who  the  speaker  of  the  poem  is  and  where  he  is. 


c 


JOURNAL 


In  your  journal  write  a personal  response  to  this  poem. 


Your  third  reading  should  again  be  aloud.  This 
time  try  to  put  yourself  in  the  speaker’s  shoes. 
Think  about  the  mood  that  the  speaker  may  be  in. 
Then  listen  to  a reading  of  the  poem  on  your 
companion  audiocassette.  Now  you’re  ready  to 
consider  the  poem  at  some  greater  depth. 

2.  Answer  the  following  questions  about  the 
poem  using  complete  sentences. 

a.  In  the  first  part  of  the  poem  the  speaker 
talks  about  spearing  bull-frogs  when  he 
was  a boy.  What  reason  does  he  give  to 
explain  why  he  did  that? 


b.  The  poem  is  written  from  the  point  of  view  of  the  speaker  as  an  adult.  How  does  he  as  an 
adult  feel  about  killing  the  bull-frogs  in  his  childhood?  Quote  a line  or  two  from  the  poem  to 
back  up  your  point  of  view. 


c.  In  question  2.  b.  you  expressed  how  the  speaker  feels  about  the  past.  These  feelings  reveal 
the  tone  of  the  poem.  How  would  you  describe  the  tone  of  the  first  part  of  the  poem?  Quote 
from  the  poem  to  support  your  idea. 
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d.  In  the  second  part  of  the  poem  the  speaker  is  talking  about  the  present  day.  What  has 
replaced  the  wooden  spears?  Who  is  the  target  now? 

e.  How  has  the  tone  of  the  second  part  changed? 

f.  You  have  already  learned  that  words  are  symbols.  What  does  “word-spear”  stand  for? 

g.  Words  are  used  to  communicate  a message.  What  is  the  message  that  George  Kenny  wants 
to  get  across? 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  2. 


JOURNAL 

In  your  journal  respond  to  the  following  ideas. 


5 Bull'Frogs  Got  Theirs  (as  now  I do)”  deals  with  the  issue  of  r 
explore  your  own  views  on  prejudice.  In  your  writing  discuss 
:s  from,  and  how  people  can  learn  to  be  more  tolerant  and  accc| 


Activity  3:  Language  Is  Ruie  Driven 


Syntactic  Rules 


The  basic  elements  of 

language  - the  letters  of  the — 

alphabet  - have  no  meaning 

by  themselves.  It  is  the  way  ^ 

in  which  they  are  arranged  that  ^ 

gives  them  meaning.  Examine  the 

following  group  of  letters: 

akwe  pu  ouy  rae  tale  orf  oolhcs 

Do  these  letters  have  any  meaning?  Obviously  not.  But  if 
you  rearrange  them,  all  of  a sudden  they  become 
very  meaningful: 


Syntactic  rules: 
rules  that  tell 
how  words  can 
be  arranged 


Wake  Up!  You  are  late  for  school! 

Syntactic  rules  tell  you  how  you  can  arrange  words.  What  are  some  of  these  mles?  Well,  syntactic 
mles  also  tell  you  that  the  following  sentence  is  wrong.  He  it  threw  over  the  fence.  You  know  that  in 
English  the  object  pronoun  it  should  come  immediately  after  the  verb.  In  Erench,  however,  this 
would  be  the  correct  word  order.  Each  language  has  its  own  mles  which  govern  how  words  may  or 
may  not  be  used. 
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1 . Rewrite  the  following  sentences  so  that  they  follow  correct  English  syntax. 

a.  They  the  Oilers  cheered. 

b.  Where  go  did  they? 

c.  My  favourite  sport  hockey  is. 

d.  Have  should  I gone  store  the  to. 

Semantic  Rules 


Semantic  rules: 
rules  that  tell 
how  to  make 
sense  of  words 


Semantic  rules  tell  you  how  to  interpret  words.  For  instance,  semantics  tell  you  that  a pencil  is 
something  you  write  with  and  that  paper  is  something  you  write  on.  In  spite  of  this,  mistakes  do 
occur.  Semantic  confusion  happens  when  people  interpret  words  differently. 


I 

1 

( 

I 

j 


Can  you  explain  semantic  confusion 
for  me? 


Okay.  Well,  the  other  day  there  was  a pretty 
heated  discussion  in  class  about  women’s 
liberation.  I took  the  position  that  women 
were  fighting  for  equal  rights  in  the 
workforce.  Other  students  were  saying 
women’s  lib  had  to  do  with  aggressive 
behaviour,  and  things  like  bra  burning. 


Can  arguments  be  avoided? 


Sure,  let’s  try  to  think  of  an 
example.  Think  of  a recent 
argument  you’ve  had  with 
someone. 


All  right.  Each  side  interpreted 
the  phrase  women’s  lib 
differently.  As  a result,  there 
was  an  argument,  rather  than  a 
profitable  discussion. 


Not  always,  but  it  helps  if  you 
can  define  what  you  mean 
precisely,  so  at  least  you’re 
arguing  about  the  same  things. 
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Equivocal: 
having  more  than 
one  meaning 


Relative  words: 
words  whose 
meanings  are 
dependent  on  a 
comparison 
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Equivocal  Words 

Some  words  are  harder  to  interpret  than  other  words,  because  they  are  equivocal  or  have  more  than 
one  meaning.  For  example,  if  you  were  to  say,  “That’s  funny,”  what  could  this  mean?  It  could 
simply  mean  that  whatever  you  are  talking  about  is  either  humorous  or  strange. 

2.  Remove  the  semantic  confusion  from  the  following  sentences  by  replacing  the  italicized  words 
with  more  precise  words.  You  may  have  to  add  more  words  to  make  yourself  clearly  understood. 
The  first  one  is  done  for  you  as  an  example. 

a.  He’sgow^. 

He's  left  the  house,  or  He's  dead. 

b.  Is  that  ever  a cheap  car. 

c.  “Could  you  pick  up  a film  for  me  at  the  store?” 

d.  “That’ s a hot  pizza.” 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  3. 
Relative  Words 

Has  a friend  ever  told  you  that  a movie  was  excellent,  but  when  you  went  to  see  it,  you  found  it  dull? 
Did  someone  in  school  ever  tell  you  that  Mr.  X was  an  easy  marker,  but  you  found  out  differently?  In 
these  examples,  the  speaker  is  using  relative  words. 
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All  right  If  you  were  to  say  it  was 
warm  outside,  would  everybody 
understand  what  you  meant  by  that? 

Okay.  But  what  about  someone 
from  San  Diego? 


Right  And  that’s  what  I mean  by  relative 
words.  Everyone  knows  the  words  warm 
and  cold,  but  exactly  at  what  temperature  it 
becomes  warm  or  cold  might  vary  from 
person  to  person  and  region  to  region. 


I think  everybody  who 
lives  around  here  would. 


That  person  might  find  it  cold 
because  she  comes  from  a 
much  warmer  climate  than 
ours. 


Using  relative  words  may  also  result  in  semantic  confusion,  because  their  meaning  is  determined  by 
comparison. 

3.  Make  the  following  relative  statements  more  effective  by  making  them  more  precise.  The  first 
one  is  done  for  you  as  an  example. 

a.  It’ s an  excellent  movie. 

It's  an  excellent  movie  if  you  like  lots  of  violence. 

b.  English  23  is  an  easy  course. 

c.  Dave  just  went  on  a short  trip. 

d.  She  lives  in  a large  house. 


Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  3. 
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Activity  4:  Choosing  Words 


Diction:  word 
choice 


Diction 

Diction  simply  means  the  words  you  choose  to  use,  and  clearly  your  choice  of  words  is  important  in  a 
communication  situation.  If  they  are  vague  and  inaccurately  used,  the  thoughts  you  convey  will 
likewise  be  vague  and  inaccurate.  If  they  are  clear,  precise,  and  exact,  so  will  the  thoughts  you 
convey.  Remember,  in  selecting  your  words,  always  choose  them  so  that  they  are  both  precise  and 
appropriate  to  your  purpose  and  audience.  As  you  have  seen  already,  words  can  have  multiple 
meanings.  When  in  doubt,  consult  a dictionary. 


1 . Rewrite  the  following  sentences  replacing  the  italicized  words  with  more  precise  diction. 

a.  Uncle  Henry  earns  a lot  of  money. 

b.  My  sister  bought  a new  car. 

c.  The  businessman  left  the  meeting  feeling  he  had  made  a bad  deal. 

d.  “Get  moving,”  he  said. 

Consider  the  differences  in  the  following  two  sentences. 


^I^id^anauM2Adoj^wJ'iick9 
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Style:  the 
distinctive  way  in 
which  writers 
and  speakers 
express 
themselves 
See  voice  in 
writing  in 
Module  1. 


Of  the  two  preceding  sentences,  the  first  is  somehow  more  formal  in  tone  than  the  second,  even 
though  the  words  used  are  no  more  formal.  Closely  related  to  diction  (the  words  you  use)  is  style  - 
the  distinctive  way  in  which  writers  and  speakers  stmcture  their  sentences  and  paragraphs.  Style,  like 
diction,  must  be  appropriate  to  your  audience  and  your  purpose  in  writing  and  speaking.  When 
writing  to  a friend,  you  would  choose  a familiar  style.  You  would  likely  use  expressive  language. 
However,  when  writing  a covering  letter  for  a job  application,  you  would  choose  a more  functional 
style  to  reflect  your  seriousness  about  the  job. 

For  purposes  of  convenience,  you  will  be  considering  diction  and  style  together  in  the  activities  that 
follow  because  the  words  that  you  choose  and  the  way  in  which  you  put  them  together  contribute 
equally  to  the  appropriateness  of  your  use  of  the  English  language. 


Colloquial  Words 


Colloquialisms 
or  colloquial 
words:  informal, 
conversational 
expressions 


Have  you  ever  “hung  around”  with  a “buddy,”  or  been  given 
your  “walking  papers,”  or  “shot  straight  from  the  hip”?  If  you 
have  used  any  of  these  expressions,  you’ve  been  using 
colloquialisms.  A colloquialism  is  a conversational  expression 
that  has  become  integrated  into  the  language.  It  is  used  in  an 
informal  style  of  speaking  and  writing.  Colloquialisms  are  not 
incorrect,  but  they  are  more  appropriate  in  informal  rather  than 
formal  writing,  and  more  often  used  in  speaking  than  in  writing. 

2.  What  are  the  meanings  of  the  following  words  and 

expressions?  If  possible,  work  with  a partner  or  in  a group. 
You  may  not  be  familiar  with  all  of  these  colloquialisms,  but 
your  partner  or  group  members  may  know  what  they  mean. 

a.  uppish 

b.  fizzle 


c.  elbow  grease 

d.  small  potatoes 


e.  a yes-man 
f Dutch  treat 


g.  pass  the  buck 

h.  mbber  stamp 

i.  close  call 

j.  sweet  tooth 

Compare  your  responses  with  those  In  the  Appendix,  Section  2:  Activity  4. 
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Slang 


Slang:  a popular 
and  current 
colloquial 
expression 


Slang  expressions  are  kinds  of  colloquialisms  but  tend  to  be  more  current  and  less  established.  In 
day-to-day  communication,  slang  can  provide  a lot  of  pizzazz,  if  not  overdone.  It  can  add  sparkle  and 
life  to  a person’s  conversation,  and  no  doubt  its  greatest  attraction  is  its  novelty.  As  well,  slang  helps 
to  distinguish  certain  groups  of  people  who  are  “in  the  know”  from  those  who  are  not.  How  many 
adults  can  really  keep  pace  with  rapidly  changing  teenage  slang,  for  example? 


Gee  whiz! 
That's  really  keen! 
^ It's  gear! 


Yo,  homey,  your 
crib  is  real  bad! 
Your  rents  are  way 
cool  and  your  sister, 
she's  fly! 


The  very  qualities  that  give  slang  its  appeal,  however,  make  it  inappropriate  for  most  writing.  They 
can  be  summarized  as  follows: 

• Slang  quickly  goes  out  of  date.  Stale  slang  sounds  ridiculous.  (Would  you  say  the  Corvette 
was  “nifty”?) 


• Slang  expressions  are  often  familiar  to  a very  limited  audience  ~ perhaps  an  age  group  or  even 
a specific  school  or  group  of  friends.  (Would  your  mom  or  dad  ever  say,  “Gag  me  with  a 
spoon”?) 

• Slang  is  often  vague;  its  precise  meaning  is  often  not  clear.  (Does  “He’s  bad”  mean  he’s  bad  or 
he’s  good?) 

• Popular  slang  expressions  are  often  so  ovemsed  that  they  become  extremely  tiresome.  (Ever 
heard  these  expressions?  “Like, . . .,”  “You  know, . . .,”  or  “Yeah  man.”) 

Most  people  have  a pretty  good  idea  of  what  expressions  are  acceptable  in  particular  situations.  Slang 
is  rarely  used  in  formal  or  written  English.  Its  domain  is  primarily  conversation. 
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Clipped  words: 

words  that  have 
been  shortened 


Clipped  Words 

The  prof  said  to  meet  in  the 
gym  after  the  exam. 

The  doc  told  me  to  take  my  meds 
right  away. 

The  sentences  above  contain  clipped  words  - 
words  that  have  been  shortened  from  longer, 
more  formal-sounding  words. 


3.  Identify  the  five  clipped  words  in  the  above 
sentences  and  supply  the  unshortened  version  as  well. 

Clipped  words  are  really  a type  of  colloquialism.  Over  time,  because  of  their  simplicity  and 
usefulness,  many  clipped  words  stick.  Although  such  words  begin  their  careers  as  slang  expressions, 
many  become  so  well  established  in  our  language  that  they  are  regarded  as  an  important  part  of  it. 

4.  Provide  the  clipped  form  of  each  word. 


a. 

gasoline 

e. 

automobile 

b. 

telephone 

f. 

photograph 

c. 

television 

g- 

memorandum 

d. 

taxicab 

h. 

zoological  park 

5.  For  each  clipped  word  below,  give  the  longer  word  from  which  it  is  derived. 


a. 

nuke 

e. 

ump 

b. 

movie 

f 

sax 

c. 

varsity 

g- 

mike 

d. 

pub 

h. 

cop 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  4. 

Using  Clipped  Words 

Clipped  words  are  informal,  and,  like  slang  expressions,  generally  have  little  place  in  formal  English. 
Some  clipped  words,  being  better  established  than  others,  can  be  used  widely  in  informal  writing; 
whereas,  other  less  well-established  ones  retain  a slangy  tone.  For  example,  “photo”  is  more 
commonplace  and  accepted  than  “nuke.”  Generally,  widespread  popularity  and  time  are  the  factors 
that  determine  how  well  accepted  a clipped  word  becomes. 
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Cliches 


Cliche:  overused 
phrase 


You’ve  told  me  in  my  last  assignment  to 
avoid  using  cliches  in  my  writing. 

What  do  you  mean  by  that? 


I see  what  you  mean,  but  cliches  are  really 
handy.  They  help  me  express  exactly  what 
I want  to  say. 


Let’s  start  by  taking  a look  at  your 
conclusion.  See  how  it  starts  with 
“all  in  all”?  That  expression  is  a 
cliche,  an  overused  phrase  that 
has  become  stale. 


That’s  true,  but  cliches  also  make 
your  writing  flat  and  uninteresting. 
You  have  to  devise  fresher,  more 
original  ways  of  making  your  points 
if  at  all  possible.  Following  you  ’ll 
find  a list  of  cliches  and  an  exercise 
to  help  you  avoid  them  in  future 
assignments. 


Oh  no.  I’ve  created  a monster! 


Here  are  some  lively  expressions  that  over  time  have  become  commonplace  and  stale: 


easier  said  than  done 
good  as  gold 
slowly  but  surely 
last  but  not  least 
this  day  and  age 
add  insult  to  injury 
all  work  and  no  play 
as  luck  would  have  it 


bigger  and  better 
bitter  end 
by  and  large 
centre  of  attraction 
hungry  as  a bear 
level  best 
meets  the  eye 
red  as  a rose 


take  this  opportunity 

ripe  old  age 

time  of  my  life 

to  make  a long  story  short 

green  with  envy 

few  and  far  between 

depths  of  despair 
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6.  Rewrite  each  of  the  following  sentences,  substituting  clear,  straightforward  expressions  for  all  of 
the  cliches.  The  first  one  is  done  as  an  example. 

a.  Time  marches  on,  and  I recently  decided  that  in  this  day  and  age  a person  should  know  how 
to  fix  his  or  her  own  car. 

Things  change  with  time,  and  I recently  decided  that  these  days  a 
person  should  know  how  to  fix  his  or  her  own  car. 

b.  Rebuilding  an  engine,  I thought,  is  easier  said  than  done. 

c.  As  fate  would  have  it,  however,  I soon  found  myself  a sadder  but  wiser  man. 

d.  I guess  you  have  to  take  the  good  with  the  bad;  but,  to  add  insult  to  injury.  I’ve  had  to 
swallow  my  pride  and  admit  total  failure. 

e.  But  I did  stay  at  it  to  the  bitter  end,  and  can  console  myself  that  I did  my  level  best. 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  4. 


Activity  5:  Confused  and  Misused  Words  IW 


fr 

^ >v 

Do  you  understand  why  1 circled  the 
word  “who’s”  in  that  assignment? 

Not  in  this  situation.  The  word  you 
shouid  have  used  was  whose.  Who’s 
means  who  is  or  who  has.  You  use 
whose  when  you  mean  ownership. 


( ^ 

Not  really.  It  seems  to  me  that  it’s 

the  right  word. 


So  when  I want  to  know  whose 
book  this  is,  I should  use  whose. 
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Right.  This  mistake  is  not  uncommon. 
There  are  many  common  words  that  are 
either  confused  or  misused. 


Right.  The  word  its  is  always  used  to 
show  possession  as  in  the  sentence, 

The  dog  lost  its  bone. 


Keep  in  mind  that  it’s  is  a contraction 

for  it  is. 


A ^ 


Actually,  most  of  the  words  that  are  confused 
wouldn’t  be  if  you  just  thought  about  them  a little 
bit  more.  When  you’re  not  sure  if  you  have  the 
right  word,  check  with  a dictionary  or  your 
handbook.  Now,  try  the  following  exercise  to 
get  some  additional  practice. 


Like  the  word  its  and  It’s. 


When  do  you  use  the  other 
form? 


A 


/ knew  that,  but  I keep 
forgetting. 


Choose  the  word  in  parentheses  that  correctly  completes  each  of  the  following  sentences. 

1 . I have  no  idea  (whose,  who’ s)  going. 

2.  All  was  (quite,  quiet)  as  she  entered  the  room. 

3.  Mr.  Peters  said  he  would  not  (accept,  except)  any  reports  late  (accept,  except)  mine. 

4.  I (hear,  here)  your  family  is  down  for  the  weekend. 

5.  (Your,  You’re)  going  to  pay  for  this. 

6.  She  is  a woman  who  stands  on  her  (principles,  principals). 

7.  Allen  (threw,  through)  the  rock  (threw,  through)  the  window. 

8.  What  she  says  has  no  (effect,  affect)  on  me. 
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9.  English  23  is  definitely  my  favourite  (course,  coarse). 

10.  I generally  (lose,  loose)  my  way  in  that  city. 

1 1 . (They’re,  There,  Their)  going  to  give  (they’re,  there,  their)  donations  at  (they’re,  there,  their) 
convenience. 

12.  We  had  (lead,  led)  them  out  of  the  woods  by  mid-aftemoon. 

13.  (It’s,  Its)  my  turn  to  give  the  dog  (it’s,  its)  bath. 

14.  I knew  we’d  get  (in,  into)  trouble  by  doing  that. 

15.  It  will  give  you  (peace,  piece)  of  mind  if  you  donate  a (peace,  piece)  of  your  property. 

16.  I think  I’ll  (lie,  lay)  down  and  have  a nap. 

17.  The  flash  of  (hghtening,  lightning)  could  be  seen  for  miles  (lightening,  lightning)  up  the  sky. 

18.  If  you  think  you  would  make  a better  candidate  (than,  then)  he  would,  (than,  then)  why  not  let 
your  name  stand? 

19.  I cannot  (bear,  bare)  the  pain  much  longer. 

20.  Try  not  to  let  your  failures  (pray,  prey)  upon  your  mind. 

21 . The  members  of  the  (counsel,  council)  offered  him  their  (counsel,  council). 

22.  They  will  have  to  (altar,  alter)  their  plans. 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Activity  5. 


For  more  information  about  some  common  usage  problems,  refer  to  pages  328  to  331  in  Straight 
Ahead.  There  you  will  find  a usage  checklist  to  consult.  The  list  provides  you  with  further 
explanations  and  examples. 

Your  writer’s  handbook  will  provide  even  more  information  about  usage  problems  and  how  to 

■ overcome  them.  If  you  discover  that  you  need  more  help  in  this  area,  take  some  time  now  to  improve 
your  skills.  It  will  pay  off  in  the  future  by  improving  the  quality  of  everything  that  you  write. 


Straight 

Ahead 
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Follow-up  Activities 


If  you  found  the  activities  difficult,  you  should  complete  the  Extra  Help.  If  you  understand  the 
concepts  clearly,  you  should  complete  the  Enrichment. 

Extra  Help 


Can  you  go  over  emotive  language 
and  tone  again? 


Sure.  Let’s  first  consider  the  differences 
between  facts  and  opinions.  What  is  a fact? 


A fact  is  something  that  is  accepted 
as  true  and  is  capable  of  being 
proven. 


Right.  If  I said  to  you  that  I checked  with 
the  thermometer  and  it  indicated  that  it  was 
22  degrees  outside,  would  that  be  a fact? 


Of  course 


No,  because  you’re  saying  it 
was  hot  is  based  on  your 
opinion  of  how  you  feel  about 
the  temperature. 


Well,  I could  infer  that  probably 
you  were  a little  frustrated  right 
now  with  the  temperature;  it’s 
probably  a little  too  hot  for  you. 


Okay.  What  if  I said  to  you  that  it  was 
hot  outside?  Would  that  be  a fact? 


Right  again.  When  I say  it’s  hot.  I’m  using 
emotive  language,  words  that  seem  to  be 
factual  but  actually  reflect  my  opinion  about 
the  weather. 


Well,  tone  is  closely  linked  with  emotive 
language.  Tone  refers  to  my  attitude  toward 
something.  Let’s  stay  with  the  weather  topic 
a second.  If  I said  it  was  sweltering  outside, 
how  would  I be  feeling  about  the  weather? 


That’s  right.  If  I said  it  was  a beautiful  day. 
I’d  probably  be  very  satisfied  with  the 
weather.  Tone  is  a topic  that  will  come  up 
again  in  the  course.  You’ll  discuss  tone  with 
respect  to  literature  in  later  modules.  Try 
the  following  exercise  to  help  you  recognize 
emotive  language. 
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1 . Rewrite  the  following  sentences  twice,  substituting  the  descriptive  word  for  another  word  with  a 
similar  meaning.  The  first  sentence  should  have  a favourable  meaning  and  the  second  sentence 
should  have  an  unfavourable  meaning.  The  first  one  has  been  done  for  you  as  an  example. 


a.  He’s  casual. 

He's  a little  careless. 
He's  a slob. 

b.  She  has  a lot  of  self-pride. 


d.  They  are  quiet. 

e.  My  child  is  high-spirited, 
f You’re  thrifty. 


c.  I’m  relaxed. 


Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Extra  Help. 

2.  Words  are  powerful  tools.  Writers  use  words  to  achieve  a purpose.  They  may  simply  wish  to 
provide  straightforward  information.  In  many  cases,  however,  writers  also  wish  to  create  a 
certain  response  or  effect.  By  using  words  that  provide  particular  suggestions  or  associations, 
they  can  create  a positive  or  negative  emotional  response  in  the  reader. 


The  difference  between  denotation  and  connotation  may  be  shown  by  examining  the  word  farm. 
The  word /arm  denotes  an  area  used  for  the  purposes  of  agriculture. 

The  word  farm  may  also  have  various  connotations.  Depending  on  the  person  speaking,  can 
have  the  connotation  of  “freedom,”  “fresh  air,”  “happiness,”  or  of  “dmdgery,”  “economic 
hardship,”  and  “depression.” 

For  each  of  the  following  neutral  words,  give  a substitute  word  that  would  arouse  a more  positive 
feeling  and  a word  that  would  arouse  a more  negative  feeling. 

horse  kill  house 

car  overweight  irresponsible 


Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Extra  Help. 


62 


English  23i  Module  2 


Enrichment 

Read  the  following  article,  “Cool  parents  can  be  hip  to  kids’  street  lingo.  Not!”  and  answer  the 
questions  that  follow. 


Cool  parents  can  be  hip  to  kids’  street  lingo.  Not! 


A glossary  of  teenspeak 

• Dweeb  - loser  or  nerd 

• Hubba- stupid 

• Nog  - to  come  into  contact 
with 

• Froody  - excellent 

• Za- pizza 

• Sappnin?  - what’s 
happening? 

• Scurb  - suburban 
skateboarder,  one  who 
skates  on  streets  and 
curbs 

• Stud-muffin  - an 
immodest,  good-looking 
guy 

• Double  bagger  - a person 
so  ugly  he  or  she  needs 
two  bags  over  his  or  her 
head,  not  just  one 

• Daddylac  - an  expensive 
car  provided  by  parents 

• Rents  - parents 

• Throwing  up  - yawn  in 
Technicolor,  drive  the 


porcelain  bus,  decorate 
your  shoes 

• Having  sex  - do  the  do, 
dog 

• Dweeb,  dexter,  fetus, 
propeller  head  - people 
with  whom  one  would  not 
want  to  share  a locker 

• Late  to  class  - lost 
between  the  bells 

• Not  wanting  to  party  - 
riding  the  slow  train 

• Shopping  mall  freaks  - 
mallies 

• Skateboarders  - boarders 
Kids  who  dress  in  black 
and  hang  out  in  galleries; 
does  not  refer  to 
homosexuality  - artfags 

• Wannabes  - emulators: 
usually,  white  kids  trying  to 
act  like  black  rappers 

• Computer  freaks - 
chipheads 


Sue  Chastain 

Knight-Ridder 

“Hey,  dude,  let’s  get  naked.” 

“Can’t.  The  rents  got 

mundoagro.  It’s  been  a real 

slice.” 

“Zup?  Thought  everything 

was  fresh  at  the  crib.” 

“This  wasted  dweeb  in  a 
Pontiac  totalled  my  load.  The 
rents  are  flamin’  over  the 

duckets  - they  won’t  mellow  up. 
Really  munched  on  me.” 

“Hard  way  to  go.  How  about 
getting  the  posse  and  grabbing 
some  za?” 

“Let’s  fan  on  that.  Chill  with 
you  later.” 

o o o 

It’s  9 o’clock,  parents.  Do 
you  know  what  your  teenagers 
are  talking  about? 

If  not,  well,  you’ll  probably 
stay  “clueless”  (unaware  of 
what’s  going  on,  without  a clue) 
unless  you  head  to  the  nearest 
shopping  centre  and  find  a “mall 
crawler”  (a  teenage  girl  who 
spends  almost  all  of  her  spare 
time  there)  to  translate. 

Put  in  plain  English,  the  above 
exchange  might  go  something 
like  this: 

“Hey,  let’s  go.” 

“Can’t.  My  parents  are  really 
mad  at  me.  It’s  been  a bad  day.” 

“What’s  up?  I thought 
everything  was  going  well  at 
home.” 

“This  drunken  jerk  smashed 
up  my  car.  My  parents  are 
furious  about  what  it’s  going  to 
cost  - they  won’t  calm  down. 
They  really  came  down  on  me.” 

“Too  bad.  Well,  how  about 
getting  together  with  the  gang 
and  going  out  for  pizza?” 

“Forget  it.  I’ll  see  you  later.” 

Still  don’t  think  you  could  talk 
like  this?  Don’t  worry.  You’re 
not  supposed  to. 

“The  whole  idea  behind 
teenage  slang  is  that  it  excludes 
adults,”  said  Paul  Dickson, 


author  of  the  new  book  Slang!: 
The  Topic-by-Topic  Dictionary 
of  Contemporary  American 
Lingoes.  “Adults  can  learn  the 
vocabulary,  but  they  can’t  use  it. 
They  don’t  have  the  syntax.” 

And  teens  are  so  secretive 
about  their  language  that  when 
adults  do  borrow  a word,  “it’s 
poisoned,”  said  Robert 
Chapman,  author  of  the 
Thesaurus  of  American  Slang. 
“The  kids  will  drop  it  like  that. 
That’s  part  of  the  reason  why 
teen  slang  is  the  most  evanescent 
of  all  slangs  - it  changes  by  the 
hour.” 

Several  disparate  phenomena 
- skateboarding,  teenage  Mutant 
Ninja  Turtles,  rap  music, 
Nintendo,  even  Saturday  Night 
Live  - have  added  words  and 
phrases  to  the  code  of  the 
moment. 


Dickson  cited  Saturday 
Night’s  “Wayne’s  World,”  a 
recurring  skit  that  features  a 
statement  immediately  negated 
by  an  emphatic  “Not!”  (as  in, 
“That’s  a great-looking  shirt 
you’re  wearing.  Not!),”  as  one 
of  the  hottest  current 
contributors. 

“Every  kid  in  North  America  is 
doing  that  - it’s  almost  as  big  as 
‘Where’s  the  beef?’  ” he  said. 
“And  it’s  perfect,  ‘cause  it’s  too 
radical  for  adults  to  pick  up  on.” 

Experts  say  rap  musicians, 
who  have  been  using  cutting- 
edge  slang  terms  like  “fresh, 
def’  and  “chillin’”  for  years, 
may  be  the  leading  suppliers  of 
teen  slang  these  days. 

“It  usually  goes  into  the 
language  as  fast  as  the  records 
come  out,”  according  to  Ice-T,  a 
popular  Los  Angeles  rapper. 
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“We  make  up  words  - if  it’s 
good,  it’ll  ‘hook’  (catch  on),  and 
people  will  get  hip  to  it  real  fast.” 

But  a word  doesn’t  have  to 
have  the  imprimatur  of  a rap 
musician  to  make  it  into 
teenspeak.  “Anybody,  any  time 
of  day,  can  come  up  with  a new 
word  and  by  the  end  of  the  day 
everybody  is  saying  it,”  said 
Christa  Marinucci,  17,  who  will 
be  a senior  at  Cherry  Hill  High 
School  East  in  New  Jersey  this 
fall. 


Peter  Commanday,  a New 
York  City  teacher,  recently 
compiled  a dictionary  of  street 
slang,  with  221  entries  ranging 
from  “bust  this”  (“watch  what 
I’m  doing”)  to  “tweet”  (teacher), 
to  help  other  bewildere’d  school 
officials  translate  what  their 
students  were  saying.  The  aim: 
preventing  violence  in  the 
schools. 

“I  had  all  these  degrees,  and 
these  kids  were  speaking  to  me, 
and  I did  not  understand  what 


they  were  saying,”  explained 
Commanday,  formerly  so  unhip 
that  when  kids  greeted  him  with 
“What’s  happening?”  he’d 
actually  try  to  tell  them. 

Public  interest  in  teenspeak  is 
high  at  the  moment,  but  the 
phenomenon  has  been  around 
for  at  least  a century,  according 
to  Roger  Abrahams,  professor  of 
folklore  and  folklife  in 
Philadelphia. 

“Adolescence  wasn’t  really 
designated  as  a separate  period 
of  life  until  the  late  19th 
century,”  Abrahams  said.  “Once 
teenagers  began  developing  a 
separate  culture,  they  began  to 
develop  a shorthand  way  of 
communicating  about  common 
experiences. 

It’s  Dickson’s  theory  that 
most  kids  start  using  slang,  or 
inventing  it,  out  of  pure  self- 
interest. 

“Kids  get  to  a certain  point  in 
their  lives,  usually  around  junior 
high,  and  they  start  to  realize  that 
screaming  and  whining  doesn’t 
cut  it  anymore,”  he  said.  “They 
realize  that  language  will  get 
them  a date,  that  language  will 
get  a B minus  raised  to  a B . They 
realize  there’s  a manipulative 
value  to  it.  So  they  start  to  play 
with  it.” 

They  also  realize,  he  said,  that 
a combination  of  letters  doesn’t 
necessarily  have  to  be  in  the 
dictionary  to  convey  meaning. 
“If  people  understand  it,” 
Dickson  said,  “it’s  a word.”^ 


Answer  the  following  questions  using  complete  sentences. 

1 . Are  the  slang  words  in  the  article  now  dated  or  obsolete?  Why  do  you  think  that  is? 

2.  How  is  teen  slang  different  from  other  types  of  slang? 

3.  Why  do  you  think  teens  are  secretive  about  their  language? 

4.  Who  are  some  of  the  leading  suppliers  of  teen  slang?  Why  are  they  in  your  opinion? 

5.  Why  are  teens  so  interested  in  using  and  inventing  slang? 


‘ The  Edmonton  Journal  for  the  cartoon  by  Yardley  Jones,  August  2,  1992,  p.  C9.  Reprinted  with  the  permission  of  The 
Edmonton  Journal. 

^ Tribune  Media  Services  for  the  article  “Cool  parents  can  be  hip  to  kids’  street  lingo.  Not!”  by  Sue  Chastain.  Reprinted  with  the 
permission  of  Tribune  Media  Services. 
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6.  In  the  accompanying  cartoon,  who  is  the  parent  calling  and  why  is  it  funny? 

7.  Make  a list  of  current  slang  words  used  in  your  community. 

Compare  your  responses  with  those  in  the  Appendix,  Section  2:  Enrichment. 


Conclusion 

Language  is  a powerful  tool.  Your  ability  to  manipulate  language  will  improve  your  communicative 
abilities,  and  enhance  your  success  in  personal  and  business  relationships.  An  understanding  of 
emotive  language  and  tone  allows  you  to  more  clearly  distinguish  fact  from  opinion.  Avoiding 
relative  and  equivocal  words  will  result  in  a more  precise  vocabulary  and  a reduction  of 
communication  barriers.  Lastly,  an  increasing  awareness  of  what  is  appropriate  and  inappropriate 
English  will  help  you  to  present  yourself  in  a more  positive  light,  opening  doors  that  were  once 
closed. 


Section  2 Assignment:  What’s  in  a Name? 

Review  the  Evaluation  information  found  in  the  introductory  pages  of  this  module. 

It  is  important  to  number  and  clearly  identify  each  page  with  the  foUowing  information  at  the  top: 

English  23  - Module  2 Section  2 Assignment  Page  # Name  and  ID  # 

Be  sure  to  write  legibly.  Leave  a wide  left  margin  and  number  all  of  your  pages. 

Now  is  the  time  to  put  into  effect  what  you  have  learned  so  far  in  this  module  about  making  your  use 
of  language  more  effective.  You  will  also  have  a chance  to  put  to  use  the  speaking  skills  that  you 
developed  in  Section  1 . 

You  will  write  a short  composition  of  approximately  two  pages.  You  will  then  present  your 
composition  in  the  form  of  an  oral  speech  that  you  will  record  onto  a blank  audiocassette. 

Choose  a topic  that  interests  you  and  about  which  you  are  knowledgeable.  If  you  are  having  trouble 
deciding  on  a topic,  you  may  choose  one  of  the  following: 

My  Heritage 

Learning  a New  Language 

Accepting  Differences 

Slang  Can  Seem  a Different  Language 

The  Importance  of  Anticipating  and  Removing  Communication  Barriers 

You  will  submit  both  the  written  copy  of  your  speech  and  the  oral  version.  Your  written  version  will 
be  evaluated  out  of  30  marks,  and  your  oral  version  will  be  evaluated  out  of  20  marks. 

Before  submitting  this  assignment,  complete  the  following  checklist  and  make  any  necessary  changes 
to  your  speech.  Your  teacher  will  refer  to  this  checklist  in  determining  your  grade  for  this  assignment. 


Section  2:  What’s  in  a Name? 
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WRITTEN 

□ Is  your  type  of  English  appropriate  for  your  purpose  and  audience? 

□ Have  the  following  either  been  eliminated  or  used  for  a well-justified  reason? 

• slang  expressions 

• clipped  words 

• colloquialisms 

□ Have  you  eliminated  cliches? 

□ Have  you  written  a good  introductory  sentence? 

□ Have  you  written  a good  concluding  sentence? 

□ Have  you  proofread  your  composition  for  errors  in  spelling,  punctuation,  and  sentence  structure? 

ORAL 

□ Is  your  pronunciation  accurate? 

□ Have  you  made  appropriate  use  of  your  voice  by  emphasizing  important  points? 

□ Can  you  easily  be  heard  and  understood?  Rewind  your  audiocassette  and  listen  to  yourself. 
Check  to  see  if  your  tape  recorder  is  working  properly,  if  you  are  speaking  loudly  enough  and 
clearly  enough,  and  that  there  are  no  distracting  background  noises  on  the  tape. 

At  the  beginning  of  your  recording,  state  your  name  and  indicate  for  which  assignment  your 
recording  was  made. 

“My  name  is My  oral  presentation  is  for  the  Section  2 Assignment  for 

Module  2.” 

Before  you  submit  your  audiocassette  for  evaluation,  rewind  the  tape  to  the  beginning  of  your 
recording.  Make  sure  that  your  name  is  clearly  written  on  the  cassette  label. 
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SECTION 


ACTIONS  SPEAK  LOUDER 
THAN  WORDS 


What  do  the  hand  signals  in  the  preceding  graphic  mean  to  you?  Can  they  mean  other  things  as  well? 
Do  these  hand  signals  mean  the  same  thing  in  other  cultures? 

In  this  section  you  will  explore  the  realm  of  communication  without  words.  You’ll  look  at  how 
people  transmit  messages  using  body  language,  clothing,  voices,  and  distance. 
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Activity  1 : What  is  Nonverbal  Communication? 


Imagine  you’re  observing  a stranger.  After  a period  of  time,  how  much  could  you  say  about  that 
person?  Would  you  be  able  to  comment  on  that  person’s  mood?  income  level?  favourite  activities? 
In  many  instances  you  may  be  able  to  offer  an  opinion  solely  based  on  your  observations. 

As  you  are  reading  these  words,  try  to  imagine  how 
somebody  else  would  interpret  your  mood  right  now. 

Are  you  sitting  back  in  a chair  looking  relaxed?  Are  you 
huddled  over  a desk  looking  intense?  At  all  times,  you 
communicate  messages  about  yourself,  sometimes  when 
you  don’t  intend  to. 

1 .  How  would  you  define  nonverbal  communication? 

Use  one  or  more  complete  sentences  for  your 
definition.  You  may  want  to  include  examples. 


Key  Characteristics  of  Nonverbai  Communication 

While  verbal  communication  tends  to  reveal  what  you’re  thinking,  nonverbal  communication  is  more 
likely  to  reveal  your  feelings.  If  you  wanted  to  express  your  political  point  of  view,  you  might  want 
to  use  verbal  language.  However,  when  you  want  to  indicate  how  you  feel  about  it,  you  would  do  so 
with  body  language. 

2.  If  you  wanted  to  indicate  your  boredom  with  a topic,  what  might  you  do? 

You  are  always  communicating  some  kind  of  message.  Even  if  you’re  not  talking,  you  still  are 
saying  something. 

3.  In  trying  to  avoid  someone,  you  are  communicating  a message.  What  might  that  message  be? 

Body  language  can  be  confusing  and  difficult  to  interpret  because  the  same  physical  sign  may  mean 
different  things. 

4.  If  a person  yawns,  what  might  this  mean? 

Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Activity  1. 

Although  body  language  can  send  quite  obvious  messages,  there  are  times  when  two  or  three 
messages  are  sent  and  the  messages  are  not  so  clearly  received.  Note  very  carefully  that  nonverbal 
communication  sends  clues  about  what  the  person  is  feeling.  It  is,  therefore,  open  to  interpretation. 
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Congruent 
messages:  the 
verbal  and 
nonverbal 
components  of  a 
message  say  the 
same  thing 

Incongruent 
messages:  the 
verbal  and 
nonverbal 
components  of  a 
message  are 
contradictory 


Congruent  Messages  are  communicated  when  both  the  verbal  and  the  nonverbal  components  are  the 
same.  Examine  the  following  two  examples. 

• saying  “yes”  and  nodding  your  head 

• saying,  “I’m  so  happy  to  see  you,”  and  touching  the  person 

Incongruent  Messages  are  communicated  when  the  verbal  and  nonverbal  components  don’t  match. 
Examine  the  following  example. 

• saying  “no”  but  nodding  your  head 

In  Section  2 of  this  module,  you  learned  about  the  importance  of  diction  (word  choice)  while 
communicating.  This  is  especially  tme  of  written  communication.  But  is  this  also  tme  about 
conversation?  Here  you  will  find  that  the  nonverbal  components  far  outweigh  the  verbal.  The 
following  chart  indicates  that  a message  is  conveyed  in  two  main  ways  - verbally  and  nonverbally. 
The  nonverbal  component  is  further  subdivided  into  voice  and  body  language. 


From  the  chart,  it  is  very  clear  that  nonverbal  communication  makes  up  the  largest  part  of  a message. 

Nonverbal  communication  can  be  broken  down  into  smaller  components.  Here  is  a list  of  the  main 
types  of  nonverbal  communication. 

• body  language  • vocal  tone 

• clothing  • distance 


Types  of  nonverbal  communication  will  be  discussed  further  in  the  following  activities. 


Section  3:  Actions  Speak  Louder  than  Words 
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JOURNAL  

In  your  journal  respond  to  the  following  ideas. 


Ill  Ihi.s  activity  you  learned  that  you  use  nonvcilial  connuuTiication  pnrnarily  to  convey  feelings. 
Write  about  the  ways  in  which  ytiu  express  your  feelings  nonverbally.  Don’t  restrict  yourself 
to  only  poNiii  ve  or  negative  feelings.  Explore  how'  yon  communicate  nonverbally  to  friends 
and  family  aiul  how  you  care  for  them.  An  well  how  do  you  expmss  your  disapproval  or 
uniiappincss  to  those  same  individuals? 


One  of  the  objectives  of  this  course  is  to  help  you  realize  the  power  of  language  and  the  importance  of 
effective  communication.  When  you  have  completed  the  course,  you  will  likely  be  a better  reader,  a 
better  viewer,  and  a better  listener.  You  will  also  improve  your  ability  to  communicate  your  thoughts 
through  spoken  and  written  language.  But  what  thoughts  do  you  consciously  or  unconsciously 
communicate  through  your  body  language? 


Activity  2:  Body  Language 


As  was  mentioned  earlier,  you  may  stop  talking  but  your  body  doesn’t.  The  question  is,  “Can  you 
read  body  language?”  Turn  to  page  43  in  your  textbook  Straight  Ahead  and  complete  the 
questionnaire  that  deals  with  interpreting  body  language. 
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Context  of  a 
situation:  the 
conditions  in 
which  an  event 
occurs 


fr 


Straight 

Ahead 


M 


How  did  you  make  out  with  the  body 
language  sun/ey? 


That  can  be  very  difficult.  Sometimes  it 
helps  to  know  the  context  of  a situation 
and  also  the  person  whom  you’re  trying  to 
figure  out.  The  key  is  to  focus  on  what 
people  say  with  their  language  as  well  as 
their  body. 


Think  about  the  expression  you  just  used,  7 
see  what  you  mean.”  The  eyes  are  probably 
the  most  revealing  when  it  comes  to  body 
language. 


Better  than  I thought  I would. 
I’ve  never  really  tried  to 
interpret  body  language 
before.  It  just  sort  of  comes 
naturally.  But  how  do  you 
know  if  your  interpretation  is 
right? 


I see  what  you  mean 


Here  are  a few  expressions  related  to  eyes.  Can  you  think  of  any  more? 


“See  you  later.” 

“He’s  got  shifty  eyes.” 
“She’s  got  beady  eyes.” 
“An  eye  for  an  eye.” 


Turn  to  page  45  in  Straight  Ahead  and 
read  the  article  “Facial  Gestures.”  Then 
answer  the  following  questions.  This 
article  will  provide  you  with  some 
additional  information  about  how  facial 
features  reveal  feelings. 


Section  3:  Actions  Speak  Louder  than  Words 
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1 . You  use  your  eyes  to  communicate  many  feelings.  What  message  is  intended  in  each  of  the 
following  eye  movements?  Write  your  responses  in  complete  sentences. 


a. 

eye  contact 

d. 

rolling  eyes 

g.  eyes  shifting 

b. 

staring 

e. 

frown 

h.  lowered  eyes 

c. 

winking 

f. 

raised  eyebrows 

Few  people  realize  how  much  they  depend  on  body  language  to  communicate.  A person’s  posture, 
clothes,  the  very  way  of  walking,  all  tell  you  a great  deal  about  that  person.  When  the  person  speaks, 
voice,  facial  expressions,  and  body  movements  help  to  impart  meaning.  They  reflect  emotion  and 
make  speech  more  effective  by  adding  colour  and  emphasis. 


2.  For  each  of  the  following  examples,  provide  your  analysis  of  what  message  is  being  conveyed. 
Again,  use  complete  sentences  for  your  responses. 


a.  someone  shaking  his  or  her  index  fmger 

b.  someone  smiling  slightly 

c.  someone  with  hands  on  his  hips 

d.  someone’s  body  facing  toward  an  exit 


e.  someone  wringing  her  hands 

f.  someone  biting  his  lip 

g.  someone  sticking  out  her  tongue 

h.  someone  tensing  his  lips 


Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Activity  2. 


Kinesics:  body 
movement 

Innate:  existing 
from  birth 


Ambiguous: 
having  an 
unclear  meaning 


That’s  a good  question  because  you’re  right;  body 
language  is  ambiguous.  In  other  words,  you  can’t 
always  tell  exactly  what  it  means.  You  may  have  to 
check  your  understanding  by  asking  the  person.  For 
example,  if  someone  is  yawning,  it  may  simply  mean 
that  the  person  is  tired.  It  may  also  be  signaling  that 
the  person  is  bored.  But  sometimes  when  people 
are  nervous  they  yawn  as  well.  It  is  not  unusual  to 
see  athletes  yawning  before  a match  or  soldiers 
yawning  before  combat. 


Kinesics  is  a broad  category  that  includes  posture,  body  orientation,  gestures,  facial  expressions,  and 
eye  contact.  Everyone  had  to  learn  body  language  as  young  children;  body  language  is  not  innate. 
But  you  use  it  unconsciously.  In  other  words  you  don’t  consciously  decide  to  smile  when  you’re 
happy. 


If  body  language  sends  clues  rather 
than  facts,  how  can  we  ever  know 
what  somebody  means  by  their  body 
language? 
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/ see!  Yawning  may  be  a sign  of  tension 
and  not  relaxation.  So,  if  a friend  yawns 
while  I’m  trying  to  talk  with  him,  I shouldn’t 
necessarily  interpret  it  as  boredom. 


N 

Right.  Remember  that  the  context  of  a 
situation  is  always  very  important  in 
interpreting  nonverbal  messages.  Having 
said  that,  try  the  next  activity  which  looks  at 
\ specific  body  language  associated  with 
listening. 


If  someone  is  listening  carefully,  he  or  she  may  lean  forward,  face  you,  or  sit  still. 

3.  List  three  additional  nonverbal  ways  of  signaling  that  you’re  listening. 

If  someone  is  not  listening,  he  or  she  may  lean  back,  slouch,  or  fidget. 

4.  List  three  additional  nonverbal  ways  of  signaling  that  you’re  not  listening. 

Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Activity  2. 


Activity  3:  Vocal  Tone 


Imagine  a situation  in  which  you  just  found  out  that  you  won  $1  000  000 
on  the  Lotto  649. 

How  would  you  react?  How  would  your  voice  betray  your  excitement? 


Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Activity  3. 


Sed|hmT^3^^_^iflgioiriis^geakL^d^ 


Vocal  tone:  the 
use  of  pitch  and 
volume  to  reflect 
emotion  while 
speaking 

Sarcastic: 
intending  to  hurt 
someone ’s 
feelings 


Verbal  communication  is  not  just  words.  Vocal  tone  carries  meaning.  When  you  are  listening,  be 
alert  not  only  to  what  is  said,  but  to  the  manner  in  which  it  is  said.  Vocal  tone  reflects  the  speaker’s 
feelings  toward  both  the  subject  and  the  audience.  When  a person  says  one  thing  but  really  believes 
something  else,  the  discrepancy  between  the  two  can  usually  be  sensed.  The  effective  speaker  speaks 
in  a conversational  tone  that  makes  it  clear  when  that  speaker  is  funny  or  sarcastic,  angry  or  soothing, 
pleading  or  warning,  and  so  on. 

Take  the  sentence  “Olivia  is  always  anxious  to  listen.”  Spoken  in  a normal  tone  with  normal 
inflection,  the  statement  is  a tme  one.  With  a sarcastic  tone  and  rising  inflection  on  “always,”  the 
meaning  conveyed  is  that  Olivia  is  not  always  anxious.  A questioning  tone  and  rising  inflection  on 
“anxious”  make  it  hard  to  believe  that  Olivia  is  anxious. 


Activity  4:  Space ...  the  Finai  Frontier 


1 . When  someone  says,  “I  need  my  space,”  what  is  this  person  trying  to  say? 

2.  Imagine  you’re  in  a line-up  for  a popular  movie,  and  it’s  very  crowded.  The  person  behind  you 
bmshes  against  you.  What  do  you  do? 

Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Activity  4. 

You  have  an  invisible  bubble  surrounding  you  and  within  that  bubble  is  your  private  space.  When 
someone  enters  your  space  uninvited,  you  may  become  uncomfortable.  In  fact,  there  are  four  specific 
distances  that  surround  you.  You  choose  a particular  distance  depending  on  the  person  you’re  talking 
to,  how  you  feel  about  that  person,  and  what  type  of  conversation  you’re  having.  The  four  distances 
are  as  follows. 
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Intimate  distance 

What  do  you  do  when  you  get  onto  a crowded  bus  or  elevator?  Most  people  usually  tense  up  their 
muscles  and  avoid  eye  contact.  Why?  The  reason  is  that  everyone  has  an  intimate  distance  of  up  to  a 
half  metre  which  people  reserve  for  those  who  are  very  close  to  them.  When  you  let  people  into  your 
“space,”  you  are  telling  them  that  you  tmst  them.  If  someone  invades  your  space,  you  may  feel 
threatened. 

Personal  distance 

Personal  distance  covers  the  distance  from  a half  metre  to  one  metre.  This  space  is  reserved  for 
family  and  friends. 

Social  distance 

Social  distance  ranges  from  one  to  four  metres  and  is  used  for  more  formal  situations.  This  distance  is 
used  in  a classroom  between  the  teacher  and  the  students.  On  the  job,  the  boss  sits  behind  a desk. 

Public  distance 

Public  distance  goes  from  four  metres  onward.  This  distance  is  used  for  lectures  and  concerts. 


JOURNAL 

In  your  journal  respond  to  the  following  ideas. 


Do  either  A or  B. 

A,  The  actual  distance  at  which  a person  would  begin  to  make  another  feel  uncomfortable 
vanes  from  person  to  person.  In  this  journal  entry^  write  about  an  experience  where 
someone  invaded  your  space.  How  did  you  feel  about  that  situation  and  how  did  you  cope 

B.  Tte  actual  distance  at  which  a person  would  begin  to  make  another  feel  uncomfortable 
varies  from  culture  to  culture.  In  this  journal  entry,  write  about  some  cultural  difference 
that  you^re  aware  of  in  which  personal  distance  is  different  from  what  you  are  used  to. 


Section  3:  Actions  Speak  Louder  than  Words 
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Follow-up  Activities 


If  you  found  the  activities  difficult,  you  should  complete  the  Extra  Help.  If  you  understand  the 
concepts  clearly,  you  should  complete  the  Enrichment. 

Extra  Help 

Following  you’ll  find  a dictionary  of  gestures  and  their  significances.  Be  careful  to  remember  that 
these  signs  do  not  apply  in  all  cases.  The  context  of  the  situation  must  always  be  considered. 


Ankles  locked:  tension  and  anxiety 
Arms  clenched:  suspicion,  doubt,  negative  attitude 
Body  forward:  eagerness,  readiness,  anticipation 
Body  slumping:  boredom,  disinterest 

Finger  rubbing  eye:  “I  can’t  see  it.”  “I  don’t  understand  what  you  are  saying  or  don’t  agree 

Finger  stroking  nose:  doubt,  a negative  reaction  to  what  is  being  presented 

Hand  in  pocket:  close4  tense,  unaccepting 

Hand  rubbing  back  of  neck:  bewilderment,  thinking  things  over 

Hands  open,  palms  up:  openness,  goodwill,  acceptance 

Hands  locked  behind  head:  relaxed,  self-assured 

Hands  rubbing  each  other  eagerness,  anticipation 

Hands  in  pockets/behind  back:  feeling  guilty 

Hands  covering  mouth  while  speaking:  lying 

Legs  crossed:  nervousness 

Legs  straddling  chair,  arms  resting  on  back:  superiority 

Steepling:  (holding  fingertips  together  so  fingers  look  like  a church  steeple):  confidence 

Smile:  goodwill  and  acceptance 

Staring:  interest,  possible  hostility 

Stroking  chin:  thinking,  evaluating 

Thumb  under  belt:  situation  under  control 

Tongue  out:  concentration 

Tugging  pants:  anticipation 

Yawning:  boredom,  can  mean  tenseness 


1 . Imagine  situations  where  someone  would  be  saying  the  following  sentences.  What  do  you  think 
their  body  language  would  be?  The  first  one  is  done  for  you  as  an  example. 

a.  “I’m  so  bored.” 

This  person's  body  might  be  slumping. 

b.  “I  just  don’t  agree  with  you.” 


c.  “I’m  not  sure.  Let  me  think  about  it.’ 
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d.  “Let’s  dig  in.  I’m  starved.” 

e.  “I  just  hate  getting  up  in  front  of  the  class.” 

f.  “Hi.  Why  don’t  you  join  us?” 

g.  “This  has  got  me  baffled.” 

h.  “I  shouldn’t  have  done  that.” 

i.  “No  way  this  is  going  to  work.” 

j.  “No  need  to  worry.  I know  what  to  do.” 

Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Extra  Help. 

2.  Look  at  each  of  the  following  pictures.  What  message  does  each  convey?  Use  complete 
sentences  for  your  answers. 


Compare  your  responses  with  those  in  the  Appendix,  Section  3:  Extra  Help. 


Section  3:  Actions  Speak  Louder  than  Words 
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Enrichment 

Do  either  1 or  2. 

1 . The  following  article  deals  with  body  language.  Read  the  article,  and  answer  the  questions  which 
follow. 


Body  talk  plays  key  role  in  political  game 


By  Chris  Zdeb 

Journal  Staff  Writer 

The  candidate  bounds  to  the  stage,  leans 
against  the  podium  and  pauses  before  starting  his 
speech. 

Without  having  uttered  a word,  he  has  grabbed 
the  audience’s  attention  and  impressed  them  with 
his  confidence. 

Neither  the  candidate  nor  the  audience  may 
realize  that  he’s  just  “talked”  in  body  language. 
But  non-verbal  communication,  also  known  as 
body  talk,  is  a very  real  part  of  politics,  says  Dr. 
John  Patterson,  a psychologist  and  coordinator  of 
clinical  services  in  the  University  of  Alberta’s 
Faculty  of  Education. 

“The  Nixon-Kennedy  debate  proved  that. 
Nixon  was  saying  nice  things,  but  he  looked 
angry  and  people  picked  up  on  that.” 

The  inconsistent  behaviour  of  saying  one  thing 
while  acting  another  creates  mistrust,  he  explains. 

“That’s  often  why  people  who  see  and  hear 
speakers  at  a forum  have  a different  idea  of  what 
happened  from  the  comments  that  get  reported  in 
the  paper  the  next  day.” 

Patterson  says  people  will  “eat  up”  a candidate 
who  leans  against  a podium  and  aggressively 
points  his  finger  at  the  audience  if  he’s  attacking 
an  issue,  but  won’t  accept  one  if  he’s  simply 
asking  for  support. 

“You  have  to  act  consistently,”  he  says, 
observing  that  it’s  OK  for  a candidate  who  has  a 
reputation  for  gunning  for  people  or  issues  to 
adopt  almost  a gunslinger  pose  of  hooking  his 
thumbs  on  his  belt  when  he  talks. 

Although  people  who  have  made  an  emotional 
commitment  to  a candidate  are  very  rarely 
swayed  by  body  talk,  Patterson  says  it  can 
influence  their  second  choice. 


“Most  people  vote  for  somebody  they  know, 
so  the  person  who  can  talk  as  if  he’s  easy  to  know 
or  easy  to  talk  to  comes  across  better  than  a 
candidate  who  can’t.” 

He  says  initial  nervousness,  like  pausing 
before  starting  to  speak,  can  help  a speaker, 
because  it  gets  the  audience  “to  feel  sorry  for 
you,”  but  it  can  be  distracting  if,  for  example,  a 
candidate  nervously  twiddles  his  fingers  as  he 
talks. 

He  also  notes  that  audiences  accept 
nervousness  in  aldermanic  or  school  board 
candidates,  but  not  in  mayoral  hopefuls. 

“At  that  level,  they  want  people  who  can  take 
control.” 

Patterson,  a former  chairman  of  the  public 
school  board,  says  it’s  “poison”  for  a candidate  to 
talk  beyond  his  allotted  speaking  time. 

“The  only  person  I’ve  seen  who  could  get 
away  with  it  was  (late  mayor)  Bill  Hawrelak,”  he 
says.  Most  audiences  want  to  be  fair  and  don’t 
appreciate  speakers  who  appear  to  be  “hogging” 
more  than  their  share  of  time. 

Candidates  who  keep  their  arms  crossed  in 
front  of  them  when  they  talk  are  read  as  being 
protective  or  uncomfortable. 

If  they  talk  without  notes,  it  can  suggest  that 
they’re  not  really  serious  about  what  they’re 
doing  or  what  they’re  saying.  But  it’s  a mistake 
to  read  a speech. 

Patterson  says  he  personally  dislikes  a speaker 
using  the  collective  “we”  in  telling  people  what 
he  aims  to  accomplish  while  in  office. 

“People  should  speak  for  themselves.  I like 
people  who  take  responsibility  for  the  things  they 
say.”* 


The  Edmonton  Journal  for  the  article  “Body  talk  plays  key  role  in  political  game”  by  Chris  Zdeb,  October  6,  1993,  p.  B6.  Reprinted 
with  permission  of  The  Edmonton  Journal. 
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a.  From  the  article,  identify  three  ways  a candidate  can  improve  his  or  her  chances  for  election 
through  body  language. 

b.  From  the  article  identify  at  least  three  ways  a candidate  can  damage  his  or  her  chances  for 
election  through  body  language. 

c.  Predict  how  your  viewing  of  a television  debate  or  speech  or  your  attendance  at  a local 
speech  might  be  affected  by  your  reading  of  this  article. 

Compare  your  responses  with  those  in  the  Appendix,  Section  3;  Enrichment. 

2.  In  an  earlier  discussion  you  learned  about  body  language  and  many  of  its  significances.  You  also 
learned  that  body  language  is  not  always  easy  to  interpret.  Some  signals  can  be  very  ambiguous. 
In  other  words,  a single  gesture  can  have  different  meanings.  This  is  especially  tme  when  you 
look  at  different  cultures.  Did  you  know  that  Germans  hold  their  thumbs  rather  than  cross  their 
fingers  for  good  luck?  Did  you  know  that  the  simple  thumbs-up  gesture  is  an  insulting  gesture  in 
Australia  and  Brazil,  and  that  the  OK  sign  in  Japan  means  coins  and  in  France  it  means  zero  or 
worthless?  You  would  think  some  gestures,  such  as  nodding  and  shaking  of  the  head,  have  a 
universal  meaning,  but  they  don’t.  In  Bulgaria,  parts  of  Greece,  Turkey,  Iran,  and  Bengal 
nodding  the  head  up  and  down  means  “no”  and  shaking  it  from  side  to  side  means  “yes.” 


Now  turn  to  page  51  in  Straight  Ahead  and  read  the  article  “International  Language  of  Gestures.” 
This  article  points  out  some  additional  interesting  cultural  differences  in  the  interpretation  of  body 
gestures. 

Were  you  surprised  by  what  you  read?  What  stmck  you  the  most?  Could  you  add  to  the  list  of 
cultural  differences  begun  in  the  article?  One  way  to  add  to  this  list  is  to  interview  some  people 
who  have  a different  cultural  background.  You  could  identify  two  or  three  people  in  your  school 
or  community  who  have  immigrated  from  another  country.  Tell  them  that  you’re  studying  body 
language  and  ask  them  if  you  could  interview  them.  Here  is  a list  of  possible  questions  you  might 
want  to  ask. 


• What  gestures  do  Canadians  use  that  are  not  used  in  your  culture? 

• Do  any  gestures  that  Canadians  make  have  a different  meaning  in  your  culture? 

• Are  you  aware  of  any  gestures  that  are  common  in  your  culture  that  are  not  used  in 
Canadian  culture? 

Refer  to  the  comments  in  the  Appendix,  Section  3:  Enrichment. 

Conclusion 


In  conversation,  the  majority  of  your  message  is  determined  by  your  body  language.  While  verbal 
communication  tends  to  reveal  what  you’re  thinking,  nonverbal  communication  is  more  likely  to 
reveal  your  feelings.  You  are  always  communicating  some  kind  of  message.  Even  when  you’re  not 
talking,  you  are  still  “saying”  something.  Body  language  can  be  confusing  and  difficult  to  interpret 
because  the  same  physical  sign  may  mean  different  things.  Nonverbal  communication  sends  clues  to 
what  the  person  is  feeling.  Although  body  language  can  send  quite  obvious  messages,  there  are  times 
when  a message  may  have  two  or  three  possible  meanings.  It  is,  therefore,  open  to  interpretation. 


There  is  no  assignment  for  this  section. 


Section  3:  Actions  Speak  Louder  than  Words 


79 


MODULE  SUMMARY 


The  primary  goal  of  all  language  arts  instmction,  and  the  focus  of  this  course,  is  to  improve  your 
ability  to  use  language.  Improving  your  language  skills  will  help  you  to  function  more  effectively  and 
more  enjoyably  in  your  world. 

Language  is  the  key  to  understanding  others  and  helping  others  to  understand  you.  Through  this 
course  you  will  learn  more  about  your  language,  and  more  about  yourself.  Your  study  of  language 
will  help  you  become  a better  communicator,  which  will  pay  off  in  the  workforce  and  in  your 
personal  life. 


Final  Module  Assignment 

Review  the  Evaluation  information  found  in  the  introductory  pages  of  this  module. 

It  is  important  to  number  and  clearly  identify  each  page  with  the  following  information  at  the  top: 

English  23  - Module  2 Final  Module  Assignment  Page  # Name  and  ID  # 

Be  sure  to  write  legibly.  Leave  a wide  left  margin  and  number  all  of  your  pages. 

Review  the  journal  entries  that  you  wrote  in  this  module.  Choose  the  entry  that  you  like  best  and  are 
willing  to  share.  Revise,  edit,  and  proofread  this  journal  entry.  Before  you  begin  writing,  indicate  the 
page  number  of  the  topic  on  which  your  journal  entry  is  based. 


To  ensure  that  all  of  your  work  has  been  completed  in  a satisfactory  manner,  check  off  the  items  in 
the  following  list: 

□ Section  1 Assignment  has  been  completed. 

□ Section  2 Assignment  has  been  completed. 

□ Final  Module  Assignment  has  been  completed. 

□ Your  responses  are  organized  and  neat,  with  room  for  teacher  comments. 

□ All  of  your  response  pages  are  numbered  consecutively  and  identified  with  this  heading: 

English  23  - Module  2 Section  # Assignment  Page  # Name  and  ID  # 

Submit  only  your  assignment  response  pages  (along  with  any  audiotape  and/or  videotape  cassettes) 
for  evaluation. 


Appendix 


Appendix 
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Glossary 

ambiguous:  having  an  unclear  meaning 

anecdote:  a short  story  about  an  interesting  event 

barrier  to  effective  communication:  anything  that 
prevents  a message  from  being  received  and  understood 

channel:  the  way  in  which  a message  is  sent 

cliche:  over-used  phrase 

clipped  words:  words  that  have  been  shortened 

colloquialisms:  See  colloquial  words. 

colloquial  words:  informal,  conversational  expressions 

communicator:  a person  who  creates  a message 

congruent  messages:  the  verbal  and  nonverbal 
components  of  a message  say  the  same  thing 

connotation:  the  meanings  associated  with  a word 

context:  the  clues  in  a sentence  or  passage  that  help  the 
reader  determine  the  meaning  of  an  unfamiliar  word  or 
phrase 

context  of  a situation:  the  conditions  in  which  an  event 
occurs 

decoding:  the  process  by  which  the  receiver  makes  sense 
of  a message 

denotation:  the  exact,  literal  meaning  of  a word 
diction:  word  choice 

emotive  language:  words  that  reflect  your  opinion 

I 

I encoding:  the  process  by  which  thoughts  are  transformed 
into  words 

equivocal:  having  more  than  one  meaning 

formal  English:  See  formal  language. 

formal  language:  language  in  which  careful  attention  is 
I paid  to  word  choice  and  grammatical  accuracy 
I Formal  language  is  used  when  you  want  to  make  a good 
! impression  on  people  whom  you  do  not  know  well  or 
i when  you  need  to  communicate  your  ideas  precisely. 


incongruent  messages:  the  verbal  and  nonverbal 
components  of  a message  are  contradictory 

infer:  to  come  to  a conclusion  about  something  after  you 
have  carefully  considered  the  evidence 

informal  English:  See  informal  language. 

informal  language:  the  relaxed,  friendly,  personal  sort  of 
language  used  in  everyday  life 

Informal  language  follows  most  of  the  rules  of  grammar 
but  uses  a less  sophisticated  vocabulary  than  formal 
language. 

innate:  existing  from  birth 
interactive:  mutual  or  reciprocal 
kinesics:  body  movement 

letterhead:  the  name  and  address  of  a firm  or  organization 
printed  at  the  top  of  a piece  of  stationery 

linear:  one  way  only 

nonverbal:  without  words 

point  of  view:  the  position  from  which  something  is 
observed  or  considered 

relative  words:  words  whose  meanings  are  dependent  on 
a comparison 

sarcastic:  intending  to  hurt  ones's  feelings 

semantic  rules:  rules  that  tell  how  to  make  sense  of 
words 

slang:  a popular  and  current  colloquial  expression 

style:  the  distinctive  way  in  which  writers  and  speakers 
express  themselves 

See  also  voice  in  writing  in  the  Module  1 glossary. 

symbol:  something  that  stands  for  something  else 

syntactic  rules:  rules  that  tell  how  words  can  be  arranged 

tone:  the  attitude  toward  a subject  or  audience  adopted  by 
a speaker  or  writer 

vocal  tone:  the  use  of  pitch  and  volume  to  reflect  emotion 
while  speaking 
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Suggested  Answers 

Section  1 : Activity  1 

1.  Responses  will  vary  for  this  question.  Here  are  some  possible  responses: 

a.  asking  for  information  (for  example,  how  to  find  a particular  restaurant) 

b.  explaining  a process  (for  example,  how  to  change  a tire) 

c.  sharing  ideas  (for  example,  how  to  do  a science  project) 

d.  completing  a task  (for  example,  getting  help  with  drywalling  the  basement) 

2.  Responses  will  vary  for  this  question.  Here  are  some  possible  responses: 

a.  group  relationships  (for  example,  teams,  clubs,  community  leagues) 

b.  personal  relationships  (for  example,  friendships,  boyfriend/girlfriend) 


3. 

a. 

social  need  and  identity  need 

d. 

practical  need 

b. 

practical  need 

e. 

practical  need,  social  need,  and  identity  need 

c. 

social  need  and  identity  need 

f. 

practical  need  and  identity  need 

Section  1 : Activity  2 

2. 

a. 

the  teacher 

c. 

nonverbal  means  - uses  facial  expression  (frown) 

b. 

the  class 

d. 

class  becomes  quiet 

3. 

a. 

the  Department  of  Highways 

c. 

the  sign 

b. 

drivers 

d. 

drivers  slow  down 

4. 

a. 

the  referee 

c. 

nonverbal  means  - uses  whistle 

b. 

visiting  team 

d. 

verbal  - team  protests 

5. 

a. 

the  actors/actresses 

b. 

people  in  the  audience 

c. 

verbal  - dialogue  nonverbal  - 

action  on  stage/facial  expressions,  etc. 

d. 

nonverbal  means  - applause 

Section  1 : Activity  3 

1.  It  is  more  likely  that  the  second  person  will  get  the  job.  The  first  individual  makes  a poor  impression  because  he 
badmouths  his  previous  boss.  His  only  motivation  for  working  is  to  have  more  money.  He  is  not  dressed  particularly 
well,  and  the  fact  that  he’s  smoking  shows  his  disregard  for  safety  around  gasoline.  The  second  individual,  however, 
makes  a good  impression  by  being  polite,  dressing  appropriately,  and  showing  his  eagerness  to  work. 
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2.  It  is  more  likely  that  the  first  boy  will  make  friends  easier.  He  is  dressed  appropriately  (ready  to  play)  and  he  is  using 
everyday  language.  The  second  boy  is  too  dressed  up  for  the  occasion  and  is  too  formal  when  speaking  with  the  other 
players. 


3.  a. 

Functional 

e. 

Functional 

h.  Expressive 

b. 

Expressive 

f 

Imaginative 

i.  Functional 

c. 

Expressive 

g- 

Functional 

j.  Expressive 

d.  Imaginative 


Section  1 : Activity  4 

1.  Other  physical  barriers  might  include  the  following: 

• a loud  film  next  door  or  outside 

• a class  change 

• someone  in  the  audience  is  making  noise 

• speaker  is  chewing  gum 

2.  Other  physiological  barriers  might  include 

• fatigue  • speech  impairment 

3.  Other  psychological  barriers  might  include 


• sirens  going  by 

• speaker  wearing  sunglasses 

• misspelling 

• poor  grammar 


• a heavy  foreign  accent 


• nervousness  • pre-occupation  (you  may  be  thinking  of  something  else)  • generation  gap 

4.  a.  The  girl’s  name  is  Andrea.  The  boy  is  called  John. 

b.  He  is  their  English  teacher. 

c.  John  comes  from  Sidney,  Australia.  He  is  just  joking  when  he  says  that  he  is  from  Lethbridge. 

d.  John  was  on  his  way  to  a fast  food  restaurant  before  he  began  talking  to  Andrea. 

e.  John  really  likes  hamburgers.  He  has  never  had  perogies,  but  based  on  Andrea’s  description  of  perogies,  he  is 
interested  in  trying  them.  When  he  refers  to  kangaroo  stew  and  koala  kabobs,  he  is  obviously  joking. 

f.  Andrea  is  looking  forward  to  going  home  for  supper  because  her  parents  are  preparing  perogies,  one  of  her  favourite 
meals. 

g.  The  conversation  took  place  outdoors  next  to  a rather  busy  street.  There  were  many  distracting  background  noises 
such  as  from  the  traffic  and  other  people  talking.  Some  of  the  sounds  were  quite  loud  and  almost  drowned  out  the 
voices  of  the  speakers.  Even  when  the  background  sounds  were  less  loud,  you  probably  still  had  to  concentrate  in 
order  to  understand  everything  that  was  being  said. 

You  may  also  have  had  some  trouble  understanding  John  because  of  his  Australian  dialect.  A dialect  is  a version  of 
a language  that  is  spoken  in  a particular  region  or  country.  Dialects  often  contain  unique  words  and  expressions  and 
may  have  different  ways  of  pronouncing  letters  of  the  alphabet.  There  are  many  dialects  of  the  English  language, 
and  if  you  have  not  had  experience  with  these  dialects,  you  may  at  first  also  have  trouble  understanding.  Your  lack 
of  experience  with  the  dialect  could  be  a communication  barrier. 

It  takes  a certain  amount  of  self-discipline  to  listen  to  and  understand  messages  that  are  communicated  in  conditions 
similar  to  the  one  on  the  cassette. 
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Section  1 : Activity  5 

1.  Your  responses  for  this  question  will,  of  course,  be  different  from  the  sample  responses  that  follow.  The  following 
responses  were  written  by  an  English  23  student  from  Fort  Vermilion,  Alberta. 

a.  The  most  recent  time  I was  a listener  was  today  during  lunch.  I joined  three  of  my  friends,  and  we  went  to  the  gym 
to  watch  a basketball  game  and  eat  our  lunch.  We  talked  about  all  sorts  of  things  while  we  were  eating  and 
watching  the  game. 

b.  I think  that  I was  a pretty  good  listener  most  of  the  time;  however,  I know  that  I was  not  concentrating  very  hard  on 
listening  to  some  parts  of  the  conversation.  There  were  a few  times  when  I abruptly  turned  my  attention  to  the 
basketball  game  - especially  just  before  someone  shot  a basket. 

c.  When  the  basketball  game  got  interesting,  I sometimes  concentrated  on  that  rather  than  the  conversation  with  my 
friends.  Usually  it  was  automatic;  from  the  corner  of  my  eye  I could  see  an  exciting  situation  developing  or  I could 
hear  it,  and  Td  just  turn  to  look.  Sometimes  one  of  my  friends  would  be  in  the  middle  of  saying  something  when  I’d 
look  away. 

d.  I added  quite  a few  items  to  the  conversation,  especially  those  parts  that  interested  me  the  most.  A lot  of  the  time  I 
answered  questions  about  things  that  my  friends  asked  me  specifically.  Now  that  I think  about  it,  I probably 
contributed  much  less  to  that  particular  conversation  than  I usually  do.  I answered  some  questions,  but  I don’t  recall 
asking  any.  I feel  like  I let  my  friends  down.  I acted  like  some  dumb  basketball  game  was  more  important  than  my 
friends. 

e.  This  is  a tough  question.  Maybe  I’m  trying  to  take  the  easy  way  out,  but  it  seems  to  me  that  avoiding  a similar 
situation  is  the  best  plan.  Obviously,  I am  more  interested  in  basketball  than  are  my  friends.  So,  if  the  purpose  for 
getting  together  is  to  talk,  then  we  should  eliminate  any  distractions  that  could  become  communication  barriers.  In 
my  case,  basketball  games  are  distracting  influences  that  get  in  the  way  of  effective  communication  between  my 
friends  and  me. 

2.  Your  responses  will  vary.  Compare  your  own  response  with  the  following  sample  response  written  as  a journal  entry  by 
an  English  23  student  from  Medicine  Hat. 

This  morning  I woke  up  my  brother  and  we  talked  a bit  while  we  made  our  beds.  It  was  not  much  of  a 
conversation  - neither  one  of  us  is  very  articulate  early  in  the  morning.  I find  it  much  easier  to  talk  once  I’ve 
been  up  a while.  By  the  time  breakfast  came  along,  both  of  us  were  talkative.  I told  mom  what  I was  going  to 
do  at  school  today.  Werner  called  before  I left  to  say  he  was  sick.  He  asked  if  I would  notify  his  teachers  and 
bring  him  his  homework.  I said  hi  to  the  schoolbus  driver  like  I always  do,  and  I told  her  not  to  wait  at 
Werner’s  stop.  On  the  bus  I talked  to  two  of  my  friends.  I talked  to  two  other  friends  during  breaks  and  at 
lunch.  I talked  during  class  discussions  and  when  we  were  doing  group  work.  I talked  to  three  teachers  so  far 
about  Werner’s  homework.  I’ve  still  got  one  class  after  this  one  and  I’ll  probably  spend  some  more  time  talking 
to  teachers,  friends,  and  classmates  before  I leave  for  home.  Then  I’ll  talk  some  more! 

3.  Your  responses  to  this  question  will  vary.  Everyone’s  situation  is  different.  Were  all  of  your  responses  from  the  list  of 
public-speaking  situations  that  you  readjust  before  doing  this  question?  Will  you  be  involved  in  public-speaking 
situations  that  were  not  mentioned  in  your  module  booklet? 

4.  a.  The  speaker’s  general  purpose  seems  to  be  to  provide  listeners  with  information  about  a news  person  named  Pam 

Carley. 

b.  The  main  idea  that  the  speaker  presents  is  that  Pam  has  developed  a great  number  of  important  skills  that  allow  her 
to  excel  in  a very  demanding  career. 

c.  This  subject  may  appeal  to  young  people  who  would  like  to  know  more  about  a career  in  radio  broadcasting.  It  may 
also  appeal  to  people  who  know  Pam  or  those  who  would  like  to  learn  more  about  her. 
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d.  This  speech  might  be  given  when  a gift  or  award  is  being  presented  to  Pam  or  when  proposing  a toast  to  Pam  during 
an  occasion  on  which  she  is  being  honoured.  This  speech  might  also  be  given  to  introduce  Pam  to  the  audience  to 
whom  she  will  be  presenting  a speech. 

Can  you  think  of  any  other  occasions  for  which  this  speech  would  be  appropriate? 

5.  a.  You  should  choose  a subject  for  your  speech  that  you  feel  comfortable  with.  What  are  your  interests?  What  do 
other  people  think  that  you  are  good  at?  Have  you  read  any  books  lately  that  stimulated  some  thinking?  Perhaps 
some  of  those  ideas  could  be  the  basis  of  a speech.  Maybe  you  can  come  up  with  some  ideas  for  your  speech  by 
engaging  in  a form  of  prewriting  such  as  brainstorming  or  clustering. 

b.  Is  it  your  purpose  to  inform  your  listeners?  Or  do  you  want  to  persuade  the  listeners  to  adopt  your  point  of  view  on 
a particular  topic?  Perhaps  your  purpose  is  to  entertain  the  listeners.  Decide  now  on  the  purpose  of  your  speech. 

c.  Consider  carefully  what  it  is  that  you  want  the  audience  to  learn  or  think  about  once  they  have  heard  your  speech. 
Make  sure  that  you  keep  this  main  idea  in  mind  as  you  are  writing  your  speech.  Only  include  details  that  lead  up  to 
or  support  this  main  idea. 


Section  1 : Activity  6 

1 . Your  Street  Address 
City,  Province 
Postal  Code 
Today’s  Date 

Chop-All  Company 
999  Mince  Street 
Blen  D’Or,  Quebec 
XOX  0X0 

Dear  Sir: 


Bob  L.  Gomme 
Personnel  Director 
Sweet  Treats  Store 
1919  Candy  Floss  Avenue 
Sugartown,  Alberta 
XOX  0X0 

Dear  Mr.  Gomme: 

3.  The  following  letters  are  meant  to  serve  as  models  of  business  letters.  The  details  included  in  these  sample  letters  may 
be  quite  different  from  the  details  that  you  chose  to  include  in  your  letter.  Your  letter  should,  however,  have  the  correct 
format  and  should  contain  enough  details,  so  that  the  reader  can  easily  understand  what  you  want.  The  letter’s  tone 
should  be  serious  and  polite. 


Your  Street  Address 
City,  Province 
Postal  Code 
Today’s  Date 
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4801-63  Avenue 
Barrhead,  Alberta 
TOG  2P0 

January  23,  1994 

Chop-All  Company 
999  Mince  Street 
Blen  D'Or,  Quebec 

Dear  Sir: 

On  September  10,  1993,  I sent  my  Chef's  Choice  food  processor  to  you  for 
repair  under  warranty.  The  serial  number  is  13130013.  Could  you  please 
tell  me  when  I can  expect  to  have  the  repaired  machine  returned  to  me? 

Thank  you  for  your  time  and  trouble. 


Yours  truly. 
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Section  1:  Follow-up  Activities 

Extra  Help 


Enrichment 

1.  Here’s  an  example  of  an  interactive  model.  Compare  yours  to  this  one  to  see  how  you  did.  It  doesn’t  have  to  look 
exactly  like  this  to  be  correct. 


2.  As  a student  in  school,  you  may  find  yourself  taking  part  in  the  student  council,  debating  club,  or  other  groups  within  the 
school  that  follow  an  orderly  procedure  of  conducting  business.  As  an  adult  citizen  you  will  perhaps  become  involved  in 
business  organizations,  social  clubs,  churches,  lodges,  or  professional  organizations.  You  will  be  a valuable  member  of 
the  group  if  you  know  how  to  conduct  and  participate  in  its  meetings. 
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Section  2:  Activity  1 

Your  responses  may  vary. 

2.  the  Klondike 

• denotation:  region  near  the  Klondike  river  in  the  Yukon 

• positive  connotation:  gold,  instant  wealth,  adventure,  boom  times 

• negative  connotation:  greed,  difficult  journey,  harsh  climate 

3.  pregnant 

• denotation:  female  carrying  offspring 

• positive  connotation:  joy,  happiness 

• negative  connotation:  regret,  turmoil 

4.  the  Rockies 

• denotation:  mountain  range  in  Western  Canada 

• positive  connotation:  camping,  hiking,  skiing,  outdoors  life 

• negative  connotation:  rock  slides,  avalanches,  bear  attacks 

5.  fireplace 

• denotation:  a framed  opening  made  to  hold  an  open  fire 

• positive  connotation:  warmth,  comfort,  friendships 

• negative  connotation:  destruction,  burns 

6.  final  exam 

• denotation:  examination  at  the  end  of  a course  which  tests  the  skills  and  knowledge  for  the  whole  course 

• positive  connotation:  opportunity  to  demonstrate  success 

• negative  connotation:  fears,  anxiety 


Section  2:  Activity  2 


a. 

Ill 

e. 

Vlll 

1. 

11 

b. 

ix 

f 

iv 

j- 

vii 

c. 

vi 

g- 

X 

k. 

V 

d. 

xi 

h. 

i 

2.  a.  The  poet  suggests  that  as  a boy  he  had  no  feelings  for  small  animal  life.  He  and  his  friends  imagined  themselves  to 
be  warriors  and  would  kill  the  bull-frogs  in  a make-believe  war  game. 

b.  The  poet  now  feels  unhappy  about  killing  the  bull-frogs.  The  poet  says  that  as  a child  he  did  not  consider  that  a 
bull-frog  might  have  “feelings  to  feel”  (line  7). 

c.  There  is  a tone  of  regret  in  the  first  part  of  the  poem.  The  poet  feels  that  the  killing  of  the  frogs  was  cruel  and 
insensitive.  As  an  adult  he  realizes  that  the  life  of  a frog,  like  the  life  of  a human  being,  has  value.  He  believes  that 
people  and  frogs  have  many  things  in  common,  including  the  potential  to  grow,  to  transform,  to  love  and  be  loved, 
and  to  be  special.  These  thoughts  are  revealed  by  the  following  quotations:  “. . . each  frog  might  someday  be  turned 
into  a prince  by  some  little  girl’s  magic  capable  mind  . . .”  and  “.  . . someday  I might  become  a prince  by  the  power 
of  some  woman’s  love  . . ..” 

d.  In  the  second  part  of  the  poem,  the  wooden  spears  have  been  replaced  by  word-spears.  Now  the  poet  is  the  target  of 
attack. 
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e.  The  tone  of  the  poem  has  shifted  from  regret  in  the  first  part  to  anger  and  frustration  in  the  second. 

f.  Word-spears  are  a symbol  for  the  hurtful  words  that  are  thrown  at  the  speaker  of  the  poem. 

Read  the  brief  biography  of  the  poet  George  Kenny  on  page  194  in  Overdrive.  Does  this  information  make  you 
think  differently  about  the  poem?  Is  it  not  possible  that  the  word-spears  are  symbolic  of  the  racial  prejudice  that  the 
poet  may  have  had  to  endure  after  he  had  left  the  Lac  Seul  Indian  Reserve? 

If  you  were  to  write  a second  personal  response  to  the  poem,  would  it  be  different  from  your  first  response?  In  what 
way? 

g.  George  Kenny  is  making  a point  about  how  people  can  be  cruel  to  one  another  as  a result  of  their  insensitivity  and 
intolerance.  He  is  saying  that  verbal  insults  (word-spears)  can  be  just  as  devastating  and  hurtful  as  the  wooden 
spears  were  to  the  bull-frogs. 

Section  2:  Activity  3 

1.  a.  They  cheered  the  Oilers. 

b.  Where  did  they  go? 

c.  My  favourite  sport  is  hockey,  or  Hockey  is  my  favourite  sport. 

d.  I should  have  gone  to  the  store. 

2.  b.  Is  that  ever  an  inexpensive  car.  or  Is  that  ever  an  inferior  car. 

c.  Could  you  pick  up  a videotape  for  me  at  the  store?  or  Could  you  pick  up  a 35  mm  film  for  me  at  the  store? 

d.  That’ s a spicy  pizza,  or  I almost  burned  my  lips  on  that  hot  pizza. 

3.  b.  English  is  an  easy  course  for  me  because  I work  hard  and  make  a sincere  effort. 

c.  Dave  just  went  on  a short  trip  up  to  Yellowknife.  He’ll  be  back  tomorrow. 

d.  She  lives  in  a large  duplex. 

Section  2:  Activity  4 

1.  a.  Uncle  Henry  earns  $50  000  a year. 

b.  My  sister  bought  a new  Corvette. 

c.  The  businessman  left  the  meeting  feeling  he  had  made  a deal  in  which  he  would  likely  not  make  a profit. 

d.  “Get  moving,”  he  ordered. 
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2. 

a. 

snobbish 

f. 

both  parties  pay  their  own  way 

b. 

end  uneventfully 

g- 

refusal  to  accept  responsibility 

c. 

hard  work 

h. 

approve  without  deliberation 

d. 

insignificant 

i. 

a near  miss 

e. 

employee  who  unquestionably  agrees  with  the  boss 

j- 

someone  who  enjoys  sweet  food 

3. 

• 

prof  - professor 

• doc -doctor 

• 

gym  - gymnasium 

• meds  - medicine 

• 

exam  - examination 

4. 

a. 

gas 

d.  taxi  or  cab 

g.  memo 

b. 

phone 

e.  auto 

h.  zoo 

c. 

TV 

f.  photo 

5. 

a. 

nuclear 

d.  public  house 

g.  microphone 

b. 

moving  pictures 

e.  umpire 

h.  copper 

c. 

university 

f.  saxophone 

6.  Responses  will  vary.  Here  are  some  possibilities. 

b.  Rebuilding  an  engine,  I thought,  is  not  as  easy  as  I thought  it  would  be. 

c.  As  a result,  I learned  from  the  experience  in  spite  of  its  sad  outcome. 

d.  I guess  you  have  to  accept  both  the  positive  and  negative  aspects;  but,  what  made  things  worse.  I’ve  had  to  humble 
myself  by  admitting  my  total  failure. 

e.  But  I did  persevere  to  its  conclusion,  and  can  find  comfort  in  that  I did  my  best. 

Section  2:  Activity  5 


1- 

who’s 

6. 

principles 

11. 

They’re,  their,  their 

2. 

quiet 

7. 

threw,  through 

12. 

led 

3. 

accept,  except 

8. 

effect 

13. 

It’s 

4. 

hear 

9. 

course 

14. 

into 

5. 

You’re 

10. 

lose 

15. 

peace,  piece 
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16. 

lie 

19. 

bear 

22.  alter 

17. 

lightning,  lightening 

20. 

prey 

18. 

than,  then 

21. 

council,  counsel 

Section  2:  Follow-up  Activities 
Extra  Help 

1.  Answers  will  vary.  Here  are  some  possible  responses. 

b.  She  is  confident.  d.  They  are  peaceful. 

She  is  egotistical.  They  are  docile. 

c.  I’m  calm.  e.  My  child  is  lively. 

I’m  slack.  My  child  is  boisterous 

2.  Responses  will  vary.  Here  are  some  possible  responses. 


Positive  Feeiing 

Negative  Feeling 

horse 

steed 

nag 

car 

automobile 

heap,  wreck 

kill 

put  to  sleep,  euthanize 

massacre,  slaughter,  butcher 

overweight 

plump,  heavy 

fat,  obese 

house 

castle,  home 

shack 

irresponsible 

casual 

careless,  reckless 

Enrichment 

Some  answers  may  vary. 

1.  Many  of  the  expressions  in  the  article  you  may  find  to  be  quite  outdated.  Consider  why  slang  changes  so  frequently.  In 
order  for  slang  to  be  effective,  it  has  to  be  current  and  fresh.  As  a result,  slang  has  to  change  often  in  order  to  be 
appealing. 

2.  It  is  specifically  designed  so  adults  won’t  understand  it. 

3.  Teenagers  form  a separate  sub-culture  in  society.  They  want  to  be  able  to  share  common  experiences  in  a unique  way. 

4.  Rap  musicians  are  believed  to  be  the  leading  suppliers  of  slang  expressions.  Music’s  popularity  with  teens  may  be  the 
reason  why. 


f.  You’re  frugal. 
You’re  a tightwad. 
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5.  Teens  recognize  the  power  of  language.  Language  allows  them  to  communicate  their  ideas  and  helps  them  to  obtain 
what  they  want.  Slang  is  one  way  to  accomplish  these  goals. 

6.  The  parent  is  frustrated  and  is  phoning  the  Berlitz  Language  Center  of  Canada,  a company  that  provides  translation 
services.  Obviously,  the  parent  here  is  lost  when  it  comes  to  modern  teenage  slang. 

7.  Answers  will  vary.  Share  your  list  with  friends  or  classmates  to  see  if  they  agree  that  the  words  on  your  list  are  current  i 
slang  words  and  expressions. 

1 

i 

1 

Section  3:  Activity  1 

1.  Nonverbal  communication  is  the  transmission  of  messages  without  using  verbal  language.  Handsignals,  gestures,  and 
facial  expressions  are  examples  of  nonverbal  language. 

2.  You  might  yawn,  put  your  head  down,  or  look  away  to  indicate  boredom. 

3.  You  don’t  want  to  see  the  person  because  you  don’t  like  him  or  her,  or  you’re  afraid  to  confront  him  or  her. 

4.  It  could  mean  the  person  is  bored,  or  tired,  or  nervous. 

Section  3:  Activity  2 

1 . a.  Eye  contact  may  show  a high  degree  of  interest. 

b.  Staring  may  signal  hostility. 

c.  People  often  wink  when  they  share  an  inside  joke.  Winking  can  also  be  a sign  of  friendship. 

d.  Rolling  one’s  eyes  generally  indicates  disbelief. 

e.  Frowning  communicates  concern  or  confusion. 

f.  Raised  eyebrows  indicate  interest. 

g.  Eyes  shifting  often  indicates  nervousness. 

h.  Lowered  eyes  often  communicate  submission  or  sadness. 

2.  a.  When  someone  shakes  his  or  her  finger  at  someone  else,  it  can  mean  that  person  is  accusing  the  other  person  of 

something  or  is  scolding  the  other  person. 

b.  Someone  smiling  slightly  may  indicate  good-will  or  acceptance. 

c.  Putting  your  hands  on  your  hips  can  make  you  look  more  authoritarian. 

d.  When  someone’s  body  faces  toward  an  exit,  it  may  signal  that  the  person  is  bored  or  feeling  uncomfortable  and  is 
looking  for  a way  out. 

e.  Someone  wringing  his  or  her  hands  often  shows  that  the  person  is  nervous. 

f.  Someone  biting  his  or  her  lip  often  shows  that  the  person  feels  tense. 
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g.  Eyes  shifting  often  indicates  nervousness. 

h.  Lowered  eyes  often  communicate  submission  or  sadness. 

3.  The  following  are  some  possible  responses: 
nod,  smile,  tilt  head  forward,  eye  contact 

4.  The  following  are  some  possible  responses: 
expressionless,  eyes  wander,  look  at  watch  or  door 

Section  3:  Activity  3 

You  might  scream  or  shout.  You  might  speak  in  a really  high  pitched  voice. 

Section  3:  Activity  4 

1 . They  are  probably  saying  that  they  feel  crowded  and  would  like  to  be  alone  for  a while. 

2.  You’re  likely  to  move  ahead  a step  or  two  to  create  some  distance  between  yourself  and  the  person  behind  you. 

Section  3:  Follow-up  Activities 
Extra  Help 

1 . b.  This  person  might  be  rubbing  her  eye  with  a finger. 

c.  This  person  might  be  stroking  his  nose  with  his  finger. 

d.  This  person  might  be  leaning  forward  and  rubbing  her  hands  together. 

e.  This  person  might  have  his  hands  in  his  pockets  and  his  legs  crossed. 

f.  This  person  might  be  smiling,  with  her  hands  open  and  her  palms  up. 

g.  This  person  might  be  rubbing  the  back  of  his  neck. 

h.  This  person  might  have  her  hands  in  her  pockets  or  behind  her  back. 

i.  This  person’s  arms  might  be  clenched. 

j.  This  person  might  be  steepling  his  fingers,  be  leaning  forward,  or  have  his  hands  behind  his  neck. 

2.  a.  This  person’s  eyebrows  slant  inward  and  down,  forming  a “v”  in  the  middle  of  the  forehead.  Her  fists  are  clenched. 

She  is  angry  and  confrontational. 

b.  The  people  here  are  smiling  and  caressing  each  other.  They  are  conveying  love  and  affection. 

c.  The  boy  is  sneering  and  has  his  arms  crossed.  The  picture  conveys  anger  and  defiance. 

d.  The  young  boy  is  looking  up.  He  is  conveying  thoughtfulness  or  the  feeling  of  concentration. 
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Enrichment 

1.  a.  • grabbing  attention  by  bounding  up  to  stage  and  leaning  on  podium 

• pointing  finger  at  audience 

• acting  consistently 

b.  • employing  distracting  mannerisms  like  twiddling  fingers 

• not  keeping  within  time  limits 

• keeping  arms  crossed 

• reading  speeches 

c.  In  your  answer  to  this  question,  you  should  consider  how  you  might  use  your  knowledge  of  body  language  to  help 
you  interpret  some  of  the  hidden  messages  behind  the  politician’s  words. 

2.  Were  you  surprised  by  what  you  learned  through  your  interview(s)?  Share  your  findings  with  others  who  have 
conducted  similar  interviews.  Did  you  discover  any  gestures  that  appear  to  be  universal? 
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